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Changing your Level “W” PPS Number 


In the past, when a woman married, her Personal Public Service (PPS) 
Number was changed to that of her husband’s with a “νν" at the end. 
This was done by the Revenue Commissioners in order to more easily 
link the tax affairs of husband and wife. 


This has been discontinued, and it is now the practice that each person 
has their own unique PPS Number. 


As you have a PPS Number with a “Level W" at the end, the Department 
will arrange for your details to be set up under your original PPS 
Number. If your original PPS Number cannot be located, or if you did not 
have an earlier PPS Number, a new PPS Number will be allocated to 
you. 


While this Department will change your PPS Number, we do not know 
what other Public/Private Sector Bodies are using your PPS Number, so 
cannot contact them to advise of the change. You will need to contact 
any Public/Private Sector Body that is using your old “Level W" number, 
e.g. Revenue Commissioners, Health Authority, Employer, etc. 


safe 


Safe/ PSC Training 
Programme 


An Roinn Gnéthai Fostatochta 
agus Coimirce Sdisialaf 
Department of Employment Affairs 
and Social Protection 


Course Aim 


To equip staff to complete 
SAFE registration for customers 
of the Public Service 


safe 


Timetable 


* Introduction to Public * SAFE Officer /Supervisor 
Services Card (PSC) Role 


BOMi 


Day 1 


Photo Requirements 
¢ SAFE Promotion Demo 
Practical Session 
* CAP, Renewals, Deal 
with Name Change & 
Verifying Identity Supervisor Promotion 
Examining ID Docs FIP 


General Register Office 
(GRO) 
Recording Accurate Data 


eae Housekeeping 


¢ Mobile Phones eo 
¢ Smoking φ» 
. Fire Alarm ἢ FIRE 


* Toilets 


safe 
=" Course Objectives 


Familiarise you with: 


Use the technology to complete SAFE registration 
Authenticate customer identity 


Accurately record customer data 


safe PSC/SAFE Rollout 
Supports 


* Direct No: 071 9672394 

* Helpdesk No: 41794 

* Email Address: saferollout@welfare.ie 
* Link to PSC/SAFE Rollout page 

* Quality Control Checks 
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Public Services 
Card 


Introduction 


safe 


Why DEASP? 


We have the data 
ea 
Births Working Age 
We have the legislation 
ἢ 7 ns 
#PPS 


Annual Acts No. and Card in SW Act, 2002 
1998 


safe 


SAFE Levels 


4 SAFE 0 = No assurance of identity - not 
currently holder of a PPS number 


* SAFE 1 = Balance of probabilities - current 
holder of a PPS number 


¢ SAFE 2 = Substantial assurance - minimum 
level for a PSC 


* SAFE 3 = Beyond reasonable doubt - some 


biometric data captured at registration 
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Background 


¢ Pre-1979 Insurance Numbers 


* RSI (Revenue & Social Insurance) Number 
introduced in 1979. 


* Name changed to PPS (Personal Public Service) 
No. in 2000 


* Currently only DEASP allocating PPS No‘s 
* Social Services Card (SSC) introduced in 1992 
* Public Services Cards (PSC) introduced in 2011 


safe 


Background - SAFE Principles 


* Standard Authentication Framework 
Environment 


* A single set of rules for establishing and 
authenticating identity across the public service 


“ Issue an Identity token - the PSC 


¢ Facilitate access to public services 


SAFE Level 2 


¢ Minimum authentication level for PSC and, in 
future, to access most public services 


* Face to face registration 
* Capture of photo and signature 


* Proof of identity and evidence of address 


safe 


PUBLIC SERVICES CARD (PSC) 


Ca&rta Seirbhisi Poibti 
Public Services Card 
ive | μφίωηπσ 


Witiams-Flezpatrick 


λα | FOTIMASE 


ἢ Seosalmhin Ethonér 
ἣν ᾿ϑμαΐκαα Lexie omer. era ρὲ 
OR Αι 2015 εἰς πω τς 
ἜΘΟΣ τι Ξ " oe: « ‘6 


Card Design 


* Multiple security features e.g. 
Kinegram 
Optical Variable Ink 
Tactile Relief 


* The card complies with best practice on 
accessibility and also the Official Languages Act 


safe 


Data Encoded on the Chip 
(Section 263,5WCA 2005 as amended) 


* Date of birth 

. Sex 

¢ Mothers birth 
surname 


« Name 

* PPS number 
* Photograph 
* Signature 

. Card issue number® Place of birth 

¢ Birth surname 


* Nationality 


* Expiry date 


U4 14 celst agotiogin οὐ ὁπ teirbhiti 
Cans rapa scree ψίϑοεδ δὲ T1890 @27 008. ΤΩ Wieaganie 
τὸ or as ecérte neo, 90! ὁ ξυμ Bosca 
- Pabst 19, Cova Deters Pétec, Co tintrome 
ee, ‘ash Public 3 erica Card φαιμη παρε piece 
1, SUH FOPG-837008. Ν᾿ 
i ant ee give tea ὃν» Gomn 
a (Oe μὴ ΡΣ we 
: “ ΤΙ aN it. μι 


YE see τον ῳ ἔ 
: adie FeO A rime sn sabes ome vues. 
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Data Displayed on the Card 


* Name 

* PPS number 

* Photograph 

* Signature 

¢ Card issue number 

* Expiry date 

¢ Free Travel Entitlement (if relevant) 


Carta Seubrisi Poibli 
Public Services Card 
fire | kerand 


(ay +c 


Wiltiams-Fitzpatrick τ - 
Meine. OMEN ARS : 7 i 


"  Seosalmhin Ethonér a “πὴ 


vuctinn ἐνῷ φασῃν εἶ νι οὐ yo ee 
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sate Benefits 


* Validation of Identity 


¢ Reduction in the rate of fraud and error 
* CFIMS - photo recognition 

* Chip and pin capability 

¢ Free Travel 


¢ Efficiencies across the Public Service - 
MyGovID, RSA & PPO 


What is MyWelfare.le? 


MyWelfarede ts the online home of welfare 
services. It allows you easy online access bo 
asange of services - from making appointments 
and applying for certain schemes to updating 
your detalia and ordering staterneats. 
NyWalfore.le is sala, secate, and acomeible 
aaytiee, aqywhere und on of devices. 


How do | access 
MyWelfare.le? 


Vist weenaqrestfarais. You will need a μος 
é eee Manage your welfare services MyGcniD arcount to access Mywelfare le. 
MyWelfa re.ie ) Sataescuar αο anna μηγνάνεπε. A verified MyGovi account gives you ances 


ἡ Deparment of Employment Affairs iinet 
Manage your welfare services Ὁ» τ τρία on bee penetra to more My Welfare le servines. 


anytime, enywhere. ; oe enna MywelFare ie See the MyGoriD section of this teaflet for 
more information. 


— 6 2 oe ef 


What else can ido 


What an Ide on MyWelfare.ie? 


00 MyWelfarele? 


‘You can apply for a range of achernes ana 


yer arate 
te viet aur offices ar wait For it by poat. 


Teots to help you 


‘The ene: οὐ Werk Gewmacer’ tt ἢ ἀνὰ» service that 
Coban rranageas £9 L6G Bnd Bmpledrn Paper poner brace 
πᾶν change if you ars On ὦ cartel wasifore payenenc” 
ard you hark work or incrense yout work hours, 
A The information you provide saing this Inct 
Manage your welfare services cba umed tus bdertity rou. Yord tars σιν 
anytime, anywhere. het rgeuidihy atest, 
Wott were umpweltore je hor βαγπιεος * DeOTty, One Parent Fernlly, anal Jotemeher's 
4nd PAS! Lontribaban Stytemerys, Paypmneets and Gina Benet. 
15 make nepedntmetis and "ore 5 


pee csecere My\welfare ie 


You can make an apintanant ata te and 
lacation that best sults you to get ac 


«Personal Public Services under (POG 


Manage your welfare services ᾿ , 
anytime, anywhere, Public: ποις Card (PC). 


ΜΝ ‘You can alae rearrange or cancel πρδρροίρέννεπς 
tele τᾶν ord Belernty Benelit, online if πέσεν. 


τὸ Mika apecihoeants and mors. 


The services aveliable on Myttielfare.i are 
MyVelfare..e growing, with more being added all the tine. 
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What la MyGoviD? 


φιῳ ΑΜ Ὁ a 4 sage πκτα ρα that gies you safe, 
onfine accom to ἃ venue of iri Covernenent 
‘fervica, This waver you ἀνὴρ howe be sign we 
comme anit rerwosdeas one pestavced. 


To comet ὁ ναός accnat you just need an 
Ther 


4 Ender your details and cick Magister tiger 


‘You con new acomm Ore Pollan 
λάβη te wereicas 

τ Spek an appeisiowaent to pit 2 POON oF ὁ PE 

ἐξ δ My Welfare 


nee com 


‘Fe upgrade from 5 bani ip ἃ ew Ted ectourt 
yeu wall need details from yous Pubic Sandown 
Card $590) anal a verified pbs plea, 


Manage your welfare services βμξαγεωιινἐτιφερΆςουλαι τοῦ πολνησμία nel apa 
anytime, anywhere. ἂν singing your PAC and ro searginaearorsinigga 
Wik wore “γωνιὰ be vet sereeypertl ie and reqeest ὦ vecticathon 
Baber vty and Mararrsy Benefit, case to he pomted ts yan τα mchireta. 


My Welfare ie 


af 
Pare What is BOM? 


SDM - Service Delivery Modernization 
BOM - Business Object Model 
BOMI - Business Object Model Implementation 


BOMi Familiarisation 


3 different names for the same thing 


BOMI 4 rolled out to Intreo Offices 


safe 
“= BOMi Data Warning 


Data on BOMi Should Only Be Accessed For 
Business Reasons General Register Office 


(GRO) 
All actions On BOMi Are Logged 


ἜΣΤΕ 


General Register Office (GRO) 
* Births 
© Stillbirth 
¢ Marriages 
¢ Death 
¢ Civil Partnerships 
* Divorce/Civil Nullity 
° Adoptions 


SAFE PSC 


Get the personal details right ! 


¢ The DEASP maintains the State’s record 
of all PPS numbers, and the personal data 
attached to each of those records. 


PSI Data 


¢ A large amount of this data is out-of-date 
or inaccurate. 
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safe 
Log on screen for GRO Online 


Bre etme So πεσε μεν αν te mates we CRS, p tae So Re αν μια ae om OBC ἐς κῶν ort ta a tle ἧς 


safe 


What is the purpose of the 
SAFE/PSC project? 


* Establish customer's identity 


* Accurately record/ update the 
customer's Public Service Identity 
(PSD data 


9 Issue a Public Services Card 


General principles when 
verifying identity data 
*« Never assume data is correct 


* Data must be documented 


* Data supplied by customer, not 
prompted 


oy Mechael Contras, 
Customer 


ΜΗ Michaei Corto! 
Telephone Number 
Bale 
2108.02:1960 Venfied 
Mernage Cin Partnership. 
Over. Wa 
Mathers Oth Serpe Reynods 
ἢ Ord Back Lane 
@eclans 
Contra 
Ypporting Document Type 
Supporting Document Type 
Supporting Oacument Type 
Secunty Questor 


Security Quasbon 


1 Proto 
Warten Signature 
Voice Brometic 
19:009:2016 
Ἰωρ 02. 
Customer Πφίδὴς Ventted 
Supporting Documents Yorfied 
Customers Photo Venicd 
Gustomers Signature Veriied 
Mates CACICAUON | Φ π᾿ AST L OnOHOnE Sagnee 
Password 
νον Yectied: 


Usage Name 


Passport 
Driving Licence 
National Identity Card 


Irish Naturalisation Certificate 


safe 
Usage Name - no Photo © 


“ Irish/ UK born only 
* Refer to Supervisor 


* Long birth /adoption certificate 
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‘Cuntormer: DMichad Cortro! 
Cepemer Ropiosantal ve; 


ἄμε 
LOB 121960 Venfed 
2 


(eat Upaaied Dy ite 1 34.6 
Secu ἢ γόνον: 
Security Daestion 
iho 
Wetter Sigewure 
Voeane Biametie 
19009019 
19°09:2623 
Customer Sea 23 Verified 
Sipnaniag One ipteeds vat ert 
Cuntuiners Phau Vertiva 
Custcrmrs Signatue Voriiies 
tanta Coriication Terma hed Condens tanec: 


Romonc $c Card: 
By Pane Decemon inten Yaiiaten Aeapor: θυ Pass Supporng Documenatca F.easort 
fantom ἔδωσα Contemets: x 


Name change 


Marriage/ Civil Partnership 
Divorce/ Separation 
Irish Deed Poll 


Use & Repute - 2 forms over 2 years 


Usage Name 


“ Can use Irish or English versions but 
must be able to show usage 


* Include apostrophes, hyphens and siniu 
fada as required (e.g. Sean-Seosamh 
O'Neill) 


« No other punctuation acceptable 
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ap ΜΈΡΔΘΙ Conia 
Sardines 


Record ALL former names 


HEIs Ug TROL Vernod 

ιῷ 

0 

Maeronts 

“ cho Brack Lane 

@reard 

Conta: 
Supcort rg Docume Type 
Supcort ag Document Type 
Supcon ng Docume Trae 
Setusity Quersior 


Secunty Quesior 


| —_—, " iPlay 
--~-f¥iJobn Wiliam McHugh : eae 
. 1 Voce bometrc 
10.03.211Ν 


| ᾿ἠδϑθάη Liam MacAodh | Inonaaes 
i Cuctome: Details Ver tied 
a Supporting Goqument: ναοῦ 

, Customer Cases Lustameis Prdto Ver ties 


Customers Sugnalure Ve ied 
aokhe Care mon Tamme Ane COVMONE tignedt 


x 
8. Pass Supporing Docwmenatonr Reason 


Fovenenaer’ ἢ Michael Uonirrd : ‘ Ξ ἀ Michael Contra: 
Customer Recresentatrrs; susionner : Customer 
2.) eve 1 3 2) Level 1 
fd Ve tase! Guede Micheal Control 
i Telephore Phurrber 


haat tang Ch Pine inet νμαλ. 
Owatn 
Mathers μεν Sel Rare 
How φρο Addronm πὶ Sid Brick Lane Hensehond addrens: 
Broan Melons 
Control Bh bene 
Supporting Document Type Supporting Document: 08-02-1968 
Supporting Dot umnent Type Supporting Document2: x 
SaNPArtiNg LocuMeant | ype Aaporing Nincemadrt: La Vodsted By ΚῈ 17 BE? 
Security Giyeston activin, Queannn 1 Peace ΟΝ Bert: ΟΝ 
Sern Anuwcert- Cuan oer: 8 κῈ αΓκ 
Secuily weston Kprnyetey Teenie 7. veciicalicn Sours: Sg! LONG BHA Cemificale 
Sacniety Annee? 
Pre 1?>nectn 
Atte S grate: “ανπορ Sigeanse 
¥oice Biometnc Ξ vor? Bomenc 
1499 2016 φ Ὁ Art 
1909.2013 1 19.09 202: 
Customer Detaits Yeried Larsiomes | e'ais Verriony 
Supporting Documents Verrtiedt Supporting Docutents Yerfied 
Οὐ πῖνε ΘΙ κά Ven ied Cudomer Protec Yertied 
Custoners Signature Verfied Customers Signeture Verihed 
oe | acti μένων Terms And Γ onitines ὡρ κατ beoeee Cermtcation Terms ἀκα Comore μραψα: 
Password 
trrace Vectiect: 
x Ἀμμ BSE ἔνα: Χ 
ay Pass Supporting Cocumenaton Reason By Peas Cocumentnbos VehGeBer Verto By Pass Sunperting Dlocumenation heason 


: ches ᾿ ν 4 tacoma: Come 
safe | cone 
prey heal Ros Ἶ ιν 
oo wie [Ml Mchael Contra: 
Telepmone Numba 


Specify Place of Birth 


7p LO Brick Late 
@relanc 


¢ Country of Birth is recorded Pr eicumpicaneati 


Supporting Docume [ype 
hanpnning Decumer cya 
Secarity Question 


Security Question 


* For [rish born customers, county of 1 eheta 
. . * Writer Senate; Yninen Snare 
registrar is recorded as place of birth sore vamene ovne boa 
ἐκρευδῦπ: 19-09 2023 
Customer Bete Is Vented 
Sreecrirg Documents Verted 
Sustomars Photo Vented 
Lustomers S.gneture Verte 
υμοῦδα ( erttic rier Teens And C ondubons Signet: 


Tusiome’ Deta ts Yentled 
SUBpCTIIG Llocuments \ertiod 
Tustomes Photo Yenfied 
Tusiomers Signature Venfied 


Machaol Control 
SORT T 
vi Leva 1 
MiAchael Corrs 
Telephone Nutiber 
Brn 


"Φ ΟΔῸΣ τυ Year ed 


Ae id Βειτκ ἢ πεν 

Φυ.ονν: 

care 
Suangnrtng Finevme’ Tene 
Supporting Mac ume Type 
Supporting Docume’ Tye 
Securit Guegon 


SAccrity Gyesion 


|Pnao 
Wntien 5.qnanee 
Voce Bometic 
1203-7056 
19-OH 2023 


Merling Can Thanet Tanita Aad Cuniatignney Syme 


Passmuil 
Press vermen: 


safe 


Mothers birth surname (MBS) 


* Compulsory 


* Explain to the customer 


safe 


x 


τ bass Senpart ag ecumenaton Heacnn 


Recording the Address 


* If stated address matches that on file that is 


sufficient 


* Otherwise evidence of address required 


Ὦ Mchsel Cortes! 
Customer 

Pp Levest 

ΜΜ Mchae Const 
Telephone Nunizer 


ircand 

Conwot 
Supporing Docume Type 
Supporting Document Type 
Supporting Bocunet Typs 
Securh Question 


μου πη Gusaton δϑειεν Quesnor 
ἔφευταν Ameer: 
' Photo 


Wntten Signebre 
Vinee Bromet © 
1303 2016 
132 3.921 
Ξυφίασνν" Dota κα Yenfied 
Suppcairg Docurents Vertied 
Customers Phota Venfiod 
Cusomes Signature Vertied 
Gre LETLKUEBOr (erm E ASG Lonanmon? Signer: 


Dhol Cones 
Customer 
διε 1 
Mb rachel Cone 
Tesephone Humber 
Aisle 
«08.02 1966 Verified 


Supporting Cacume Type 
Support ng Docume Type 
Lepacrting Deca x 
Soconty Qucctinns: 
Bocurtty Anawcrt: 
Log sity Qunorion?: 
boc antty Amazed: 
wore 
Vermmae ραν: 
pets cee Couatry @rerand 


ρας σή katt Usdatng dy αν Ὁ 
{opto Ow 


Suslome: Οὐδ: Vented 

Suppcring Gocuments Vermicd 
Sustomeis Proto venfied 

Customers Signature Verhed 

Motie Corimcabos Terms Aad Condtont Signe: 
wasoworg 

rage Vert ed. 


ΖΦ Co Westmeath 


Comonnas: FA Mchaet Contra 
Cum ty Raa starr Customer 
Sade Upp. + Lev 
veaze Ber BM ktchae Contre 
Tetephone NuTibe’ 
oir 
080121960 Vented 


Supe ortng Coc ume t Type 
Supporting Docume Type 
Suprortg Docume Type 
Sacuily Quesron 


Secunty Question 


| Proto 
ntten Signaire 
Voce Bomet'c 
199 2016 
19419194 
Lustome! Dela ts Vented 
Supporirg Documents \vertiad 
Sustomers Pheto Yeat.odg 
Customers Sugnene Verified 
eters LOT με sr | Orit Ad (GOOD Damned. 
assword 
erage rented: 
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sa fe [πὶ : ‘ ἃ ! ‘cane 
Establish and record Ὁ ᾿ ace agi reetnenie 


Nationality : 


Nationality is not country of birth 
Nationality is the country of citizenship τς a. et cent 


Supportng Docume Tepe 
Supportag Docume Type 


Some customers will not be the same nationality sa Ἂ Secu Question 
as that which is recorded Secunty Guesnor 


For instance, some customers are now war bein 


Voce Bomar ¢ 


naturalised, and nationality should be recorded peneieie 13032096 
as “Ireland” 


Suppcrirg Documents Verdiad 


Northern Ireland Sustome:s Photo Yentied 


Customers Signature Vented 


safe > safe 


Additional data to capture Extra Info Recorded 


* Insurance number in any European country 


of residence πὶ 2 : 
eEniail address « ‘Previous Once Off Claims 


PAlternate | Ds 
-FUKN JL 21 34 56D 
εν «Recorded Actions 
HO Activities 


Reminder - 
Get the data right 
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Ε f 
Sate enor Client Identity Control 


* Verification of Identity Documents and 
Safe / PSC Training assistance with Identity Issues 


¢ Liaising with external bodies e.g. Passport 
Programme Office, Embassies, Dept of Justice, other 
Government Agencies 
* Managing Photo-Matching Software 
An Roinn Gnéthaf Fostaiochta ¢ Direct No: 071 9672337 ~~ EXT: 41737 


agus Coimirce Sdisialai 


Department of Employment Affairs e EMAIL: CIS.CONTROL@WELFARE.IE 


and Social Protection 


IDENTITY -- 
who are you? True or False 


Who decees your Identity * Does the customer always tell the truth? 
What is your name? 


is there a collection of events or facts which , : : 
establishes Identity? * Why would someone lie about their Identity? 


How does a customer prove who they are? 


How do you Satisfy yourself as to customers 
identity? 


Proving Identity 


Proof of Customer Identity 


Ask for PASSPORT 


A genuine valid passport in the right hands 
* How can customer establish Identity to will prove Identity 
your satisfaction? You probably also need extra documents 


Alternative ways to establish identity 
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rrr 86 rn rp re mmr ere ee mer mm crn 


Passport Familiarity Irish Passport Card 


PCIRLOSULL VAM KK LAUREN SKK CK KEKE KKK KK KEKE 
KNBOOZTEBGIRLESOSOAPFZSIOV1 SHS KKK KKK KECK 


Crisco Diqit Caltcu' ur 


| Pel the three tom below | 
LR665756 


28/07/1968 
28/08/2010 


IPIRLX36793089B<<<<CeKKKKKK KKK a 
751 209BF 2004266 I RL<KKKKKKKKKK2 a 


N1<BHROIN<<AO IBHEANN<<<<<<<<<<¢ 


a ee Ὁ 


‘Tha bettam then εὐποδό nee leak Mes th 


CO6697EE<1L TO6SO 7 ZORA OOS 20 7 46587 OCT O04 << <2 


RO! Customers Birth Certificates/GRO Entries 


* GRO entry or * Official copy of an entry in the birth 
Long Form Birth/Adoption Cert AND register 


* Passport or * The Cert/GRO entry MUST refer to 


Full trish/UK Driving Licence/Irish the customer 
Learners Permit 


* Ask questions to clarify 
* Evidence of Address 
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Born In Northern Ireland? 


* Passport (Irish or UK) 

* If no Passport then 
Long Form UK Birth/Adoption Cert AND 
Full Irish/UK Driving Licence/Irish Learners 
Permit 

* Can declare either trish or British nationality 
to you 

“ Evidence of Address 


--------..- ---..ὕ 
eee oth 
se Ou F 
ATHT SAMDURTACHTS ALAM AAORAB ACTIVA FIMILAN®, 19% 
ME Yo ἐμάν OT a Curae ΑΒ Ὑ 1 


DAME μασιν ας TA BRUNE LAR ACISE. 
που τ OE PCR PT =O 


EU/EEA Citizen 


* 28 member states 
* 4 extra countries associated with “EEA” 
— Norway, Iceland, Switzerland and Lichtenstein 


* National Identity Card valid instead of 
Passport 


Do not confuse a driving licence with a National 
identity Card 


* Evidence of Address 
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lrish Citizenship 


Born or Adopted in the Republic of ireland 


Born or Adopted in Northern Ireland and opt 
to declare Irish Citizenship 


Holder of an Irish Passport 


Holder of an irish “Citizenship Document” also 
know as a “Naturalisation Certificate” 


Driving Licence DOES NOT prove nationality 


UK National 


* Passport 
* If no Passport then 
Long Form UK Birth/Adoption Cert AND 


Full lrish/UK Driving Licence/Irish 
Learners Permit 


* Evidence of Address 


Non-EU/EEA Customer 


Passport 
Also record Justice number — extra docs 


No passport? refer customer to Supervisor 
Irish Residence Permit IRP (Formaliy GNi8 Card} 


Travel Document “1951” 


Evidence of Address 
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Irish 1951 Travel Document 


PBRIRL DOE << SOHNE KKK CKO KKK EEE EERE EK KEE KK 
ZB99F1 GBA BXKBBE1IN256 M15 1201 BKK KKK KKK KEK KE 


TRC (Temporary Residency Certificate) 


THIS 15 NOTA 
τος ὦ 


-Ἤ. 


Not to be accepted 
as Evidence of 
Identity - 

RDO Circular 76/10 


02/07/2019 


PPS No APPLICATIONS 
Generally the same document 
requirements as previously outlined 
Must have a Valid Reason - Need to show 
an Interaction with a Specified Body 
New Asylum-Seekers — TRC (Temporary 
Residency Certificate) Card & IPF1 Form 


Child Applications (U18) 
- Under 14 - No Photo captured 
- 14 to 18 - SAFE Registered & PSC issued 


Insufficient Documents? refer customer to 
Supervisor 


Proving Identity 


FOR STANDARD SAFE PROMOTION, 
DO NOT ACCEPT THE FOLLOWING 
Garda Age Card 

Garda ML10 form 

Provisional UK Licence 

Driving Licence other than {RL/UK 

Student Card 

TRC Card (except some PPS applications) 


CUSTOMERS RELYING PRIMARILY ON ANY OF THE ABOVE 
DOCUMENTS SHOULD BE REFERRED TO A SAFE SUPERVISOR 


Verification of 
Identity Documents 
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Document Fraud Standard Identity Verification 


Document fraud can be conducted in many 
ways including: * LOOK AT THE PHOTO 


Impostors ~ the holder looks like the rightful * Compare the customer to the photo 
owner * Can customer spell own name 
Counterfeit — false documents made from ¢ Give correct DOB? 

scratch * Do document details match other records 


Forgery - genuine document is altered e.g. * Does customers history of employment and 
replacement photo or change of a date addresses match your records. 


ES EN Eire Π οί ϑης 


Imposter 


* ‘Holder’ is simply a look-alike and the 
document is not altered at all. 

* Calculate age (using DOB) and 
compare with person. 

* Compare document photo with 
customer 
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Document Security Features 


* Security paper 
* Ultra Violet 
¢ Micro-Print 
“ Watermarks 
¢ Perforations 


Ultra-Violet (UV) Safeguards 


* ID documents contain safeguards which 
can only be seen with ultra-violet light. 


* Many passports include a UV safeguard 
which covers the holders photograph 


* Beware if there are no UV features 


CEADUNAS TIOMAMNA DRIVING LICENCE one 
SPECIMEN IRELAND 
1 PRENDERGAST 
2 OLVIA 
18 10 74 IRELAND = 
4 


3 
44 1001 13 4c ROAD ΒΑΕΕΤῪ AUTHORITY ‘sat 
4h 04 12.272 40 100084084 = 


Q0000SZ0TO 
8 17 NEW STREET. KILKENNY 


KILKENNY 
9 BAM 


D<PRENDERGAST<IRL<O0000GZ0T003 
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Polish iD Card 


DOB IS RAISED / EMBOSSED 
AND DETECTABLE TO TOUCH 
THE SOCIAL SECURITY 
NUMBER AND RESIDENCE 
DETAILS ARE GIVEN 


UNDER UV LIGHT - 


Certificate of Registration Previous Certificate of Registration 


CEATIFIGATE OF REQIGYAATION 


1 
ἐμ a 
ALLAR A AIM LANTAH ᾧ 310 «Treas ΝΩΤ ἀπ ἡ κι! Can 
- ὧν 


Ἱεικιχέφδόιτ) εγόπ Ἰόπέεζεεξεεςς 
ἀἸΟΖΟΣ 2 ΗΑ) 1DODFSAME KKK ECKERT 
SMLTHCCIOHMK CCAR EAE RELA CR 


 RAIRLABH IAS OPE ec ccaccacacecen 
FOCBIPSFOBOSOERC DUc<cccccce ces 
ARMS TRONGMHITMORTH SS POLLY AMNAS 


{oN 


SATS ¢ AER Officer Training 


Day 2 
eSAFE Officer/Supervisor Role 


* Photo Requirements 


Sample Case 


ναῶν. Start sie 
LUTEUS SUR 


ταν het ἃ ἀκσυτον 


*SAFE Promotion Demo 


* Practical Session 


« CAP, Renewal, Deal with Name 


Change & Supervisor Promotion 


«Failure to Progress to Level 2 
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SAFE Officer 


* The person responsible for ensuring that 
the SAFE Principles are implemented 
correctly. 


safe 


SAFE Registration Procedure 


* Check the existing customer record for 
accuracy 


* Record/ Update customer’s personal 
information 


* Scan Documents 


* Complete SAFE promotion and issue PSC 


PPS Numbers Issues 
More than 1 PPS Number 


ὁ Customer has more than one PPS No. 


This is why Basis search must be done for ALL 
customers 


* SAFE promotion MUST be done on current 
number 


* Do NOT request PSC 
* Create Task to escalate to CIS 


02/07/2019 


zee 


SAFE Registration Procedure 


Ensure aberopeate Identity Documents have been 
presente: 


Examine Identity Documents 
Do Basis Search 


Take customer's photo and capture his/her signature 


If appropriate documents have not been Laelia 
refer to SAFE Supervisor who may co-or 
SIU/CIS if appropriate 


inate with 


safe 


PPS Numbers Issues -Level W Number 


alk 


2. 


Level W number - this has two letters at the end with 
the second one being a W, e.g. 


No Free Travel - promote to SAFE level 1 * 


Any customer with Free travel promote to SAFE Level 
2 and a issued a PSC * 


* Each Customer should be given the choice to une 
her Level W number and if agrees promote to Level 
and create Task to escalate to CIS 


SAFE Supervisor 


The person responsible for dealing with atypical 
clients: 


Those who do not have photo ID 
Irish/UK born customers 


Detailed Supervisor Template or Case Note MUST be 
entered 


Bypass Documentation Validation MUST be used 
Customers with Refugee status. 


Doubts as to validity of ID docs presented. 
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Ὁ 


safe 


Plain Background 

Face directly towards the camera 
Neutral expression 

Mouth closed 

Eyes open - no hair obscuring eyes 
Outline of the face 

Head must be level 

Remove any hat or cap 

Remove any glasses 


( Οὐετπῖδν, headdress or facial ornamentation 
which obscures the face are not permitted 


Photo Requirements 


Ste < ca Elait er 


Cartule acca a 


a1 seen, Δ Mere 


Photo Capture Software . RRR Dae mee aente 


mage as comniant eter 
Sc apes nage vec ok 


ΔΙ pga 7 tC feeCaploe 


foesues ae deteried 
ἣν caplurng 3 
"Δ 2 ake 

πω ww! Ge mac 
avn ana fer matal cot cl 


safe 


Pr AY Aegean Pein Caters V2 1 
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Quality Checks 


Create Customer 


Awaiting PPS No. 


(CAP) 
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Safe Station Demonstration 
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SAFE 0 to 2 Procedures 


e Ask customer for documents — ID and Evidence of address. 

e Give customer forms to complete as per current procedures. 

e Check Documents — CiS Guidelines. If necessary, escalate to SAFE Supervisor. SAFE 
Supervisor will decide if need to escalate to CIS. 

ὁ |f customer was born in the Republic of Ireland check long form birth certificate or GRO. 

¢ Do Basis Search. 

e if customer already has a PPS No. give them the details. 

ὁ if customer does not have a PPS No. Create Customer Awaiting PPSN. 

e Tick ‘Request PPSN’ box. 

e Enter all personal details from the documents presented NOT the REG1 form. 

e if the customer's spouse/partner already has a PPS no. create the relationship link. 

e Once you have entered all personal details, Save. 

e Add Alternate IDs, e.g. National Insurance numbers of other EU countries where the 
customer has worked. 

e Note the ID allocated to the Customer on the REG1 form. 

e Ensure sufficient documentation presented to proceed with promotion. 

e Open SAFE Promotion screen. 

e Capture Photo — remove all glasses — ensure acceptable. If non-compliant — accept 
non-compliant image and enter case note if required. 

e Capture signature. 

e Complete Supporting Documents Dropdowns on Screen. 

e Scan documents — Supporting Documents provided & REG1 form. 

e Explain to customer the purpose of having security questions and the importance of 
remembering the answers given. 

e Ask security questions — insert answers. 

e In the tick boxes provided you must verify that you have completed each stage in the 
process. 

e Save & Close SAFE Promotion. 

e Ifthe customer's spouse/partner is also being allocated a PPS no. wait until the 
following day to create relationship link. 


Ὁ 


SAFE 1 to 2 Procedures 


Ask customer for documents — ID and Proof of address. 

Check Documents — CIS Guidelines. If necessary, escalate to SAFE Supervisor. SAFE Supervisor 

will decide if need to escalate to CIS. 

Ask for SSC Card and retain it— and shred later. Issue yellow temp card if payment is due as PSC 

takes a minimum of 7-10 working days to reach customer. 

Do Basis Search. If more than 1 PPS No. exists, do SAFE promotion as normal using the PPS No. 

presented by the customer. Do NOT request PSC (untick box) and escalate to CIS. 

Level W PPS No. (this has two letters at the end with the second one being a W) 

» Ifa customer with no entitlement to Free Travel presents with a Level W number, inform 
customer of need to change to a non-Level W PPS No. in order to receive a PSC. Give 
information leaflet. 

o If customer does not agree to change her number, take photo and signature and save but do 
NOT promote to Level 2 

o Otherwise, do SAFE promotion as normal using the PPS No. presented by the customer. 
Escalate to CIS giving details of the Level W number. 

» All customers with a Level W number and entitlement to free travel can be issued a PSC. 
However, inform customer of option to change to a non-Level W PPS No. Give information 
leaflet. 

o If customer does not wish to change her number, do SAFE promotion as normal. 
o Otherwise, do SAFE promotion as normal. Escalate to CIS giving details of the Level W 
number. 

Open SAFE Promotion screen. 

Capture Photo — remove all glasses — ensure acceptable. If non-compliant — accept non-compliant 

image and enter case note if required. 

Capture signature. 

lf customer was born in the Republic of Ireland check long form birth certificate or GRO 

Ensure sufficient documentation presented to proceed with promotion. 

Verify or Change PSI Data — 1. Update Usage Name, 2. Confirm/add Former Names, e.g. Margaret 

Mary Josephine O’Boyle (as on Birth Certificate/GRO), 3. Add/verify telephone number, 4. Confirm 

Sex. 5. Verify/update Date of Birth. 6. Verify/update Place of Birth, 7. Civil Status, 8. Mother’s Birth 

Surname, 9. Confirm/amend Household Address, 10. Verify/update Nationality & 11. Birth Surname. 

Complete Supporting Documents Dropdowns on Screen. 

Scan documents. 

Explain to customer the purpose of having security questions and the importance of remembering 

the answers given. 

Ask security questions — insert answers. 

In the tick boxes provided you must verify that you have completed each stage in the process. 

Order Card - box ticked automatically — un-tick box if no PSC to be ordered. 

Save & Close SAFE Promotion 

Add Alternate IDs, e.g. National Insurance numbers of other EU countries where the customer has 

worked 


Accepting a Non-Compliant image 


The SAFE officer should make several attempts to obtain a compliant photograph, 1.6. change the lighting 


and/or position of the customer. 


When the SAFE Officer cannot get a compliant photo, s/he should accept the non-compliant image. 


In order to do this, the SAFE officer must look at the image captured and ensure the following: 


— 
, 


Plain Background 

The customer is facing directly towards the camera 
Neutral expression 

Mouth closed 

Eyes open and looking at the camera 

No hair/headdress obscuring eyes or outline of face 
Head must be level 


Hat/Cap has been removed 


a A a 


Glasses are not being worn 


Θ 


Headdress which obscures the face has been removed 


Once the SAFE Officer is satisfied that the photo is meets the above acceptable criteria s/he should accept the 


image captured. 


The Image Verified box will not be ticked. 


Al Lauren Control, 
Customer 

Level 4 

M6 Lauren Control 

GFemale 

62103/02/1992 Verified 

88 14/02/2012 Verified 

a 

Sruth 

"Glebe House 

@uretans 

Cortrol 
Supporting Documem Type 
Supporting Document Type 
Supporting Document Type 
Secunty Question 


Security Question 


Αἱ Photo Captured" 
Whitten Signature 
Vaice Biometnc 

31/07/2015 

31/07/2022 


Customer Details Verified: 
Supporting Documents Venfied: 
Customers Phalo Verified: 
Customers Signature Verified: 


Β Κὰ Lauren Cortrol, 


J Lauren Control, 
Customes 

fe Level 1 

Mi Lauren Control 

GaAFemae 

ΚΠ 03/02/1992 Verified 

δ 14/02/2012 Verified 


Smith 

ἢ Glebe House 

@lretand 

Cantrol 
Supporting Document Type 
Supporting Document Type 
Supporting Document Type 
Secunly Question 


Security Question 


‘@ Photo Caplvred" 
Whiten Signature 
Voice Brometnc 
31/07/2015 
31/07/2022 
Customer Details Venfied 
Supporting Documents Vented 
Customers Photo Verified. 
Customers Signature Verified 
Mobile Certification Terns And Commtions Signed: 


x 
By Pass Supporting Documenation Reason 


System Checks Cosnplete: 


The Non-Compliant Image will be displayed. 


£2103/02/1992 Verified 

@B 14/02/2012 Verified 

fe) 

Smith 

*y Glebe House 

@ ireland 

Control 
Supporting Document Type - 
Supporting Document Type ο΄ 
Supporting Document Type 
Security Question 


Security Question 


“ἃ Photo Captured” 
Written Signature 
Voice Biometric 
31/07/2015 
3107/2022 
Customer Details Venfied. 
Supporting Documems Venfied 
Customers Photo Verified. 
Customers Signature Venhed. 
Moose Certincation Terms And Contitions Signet: 


x 
By Pass Supporting Documenation Reason 
System Checks Compaste: 


Click Exit on the Photo. The SAFE Officer should input his/her Username (the name they use to log onto SDM) and 
their Certificate Password and click on OK. 


| El-aeCheck Lists Repy Username: [(OSEMALENIENC 
ὅτου -¥eDocuments Password: OOOOOOOO| 


€503/02/1992 Verified 

14/02/2012 Verified 

@ 

Smith 

"g Glebe House 

@ireland 

Control 
Supporting Document Type 
Supporting Document Type 
Supporting Document Type 
Secunty Question 


Secunty Question 
Securty Anewer2. 
Photo: & Photo Captured” 
Wiritien Signature: Whiten Signature 
Voice Biometric: Voice Biometnic 
Created On: 31/07/2015 
Expires On: 31/07/2022 
Customer Details Verified 
Supporting Documents Verified. 
Customers Photo Verified: 
Customers Signature Venfied 
Mobde Certhcation Ferns And Conditions Signet: 
Password 
tnage Verified: 
Request PSC Cart: x 
ΒΥ Pass Documeatation Validation Reason: By Pass Supporting Documenation Reason 
System Checks Comptete: 


Π ΠΣ Lauren Control, 


Once OK is clicked, the Verify Non Compliant Image box will disappear and the Image Verified box will automatically 
be ticked. 


“Gi aon ὦ ἃ &@ © OO Ὁ « 


Customer: Δ Lauren Control, 
Customer Representative: Customer 
Safe Lovet - Leve! 1 
Usage Name: if Lauren Controi 
Sex: gaFemaie 
£)03/02/1992 Verified 
14/02/2012 Verified 
(2 
Smith 
"yy Giebe House 
@ ireland 
Control 
Supporting Document Type 
Suppoding Document Type 
Supporting Document: Supporting Document Type 
Security Question 1: Security Question 
Security Answer: 
Security Question 2: Security Question 
Securfty Answer2: 
Photo: ‘& Photo Captured* 
Writtan Signature: Warten Signature 
Voice Biometric: Voice Biometric 
Created On; 3107/2015 
Expites On: 31/07/2022 
Customer Details Verfied. 
Supporting Documents Verified 
Cusiomers Photo Verified. 
Customers Signature Venfied 
Mobée Certification Terms And Conditions Sajned: 


Password 
tmage Verified: 
Request PSC Card: 


By Pass Documentation Validation Reason: By Pass Supporting Documenation Reason 
System Checks Complete: 


[save] [save s cose | {_tecare ] 


Lauren Control, 
Customer 
& Level 1 
Mé Lauren Contro! 
2a Female 
F£7103/02/1992 Venfied 
ΝΒ 14/02/2012 Ventied 
(Ὡ 
Smith 
7g Glebe House 
@teland 
Control 
#& Passport 
* GRO 
é Address on file quoted by customer 
> What is the middie name of your oldest chiid? 
Harry 
> What is your matemal grandmother's birth sumame? 
Swan 
4] Phote Captured* 
‘7 Signature Captured" 
Voice Biometric 
31/07/2015 
: 31/07/2022 
Customer Detaits Vernfied 
Supporting Documents Verified 
Customers Photo Venfied 
Customers Signature Venfied 
Mobile Certification Terms And Conditions Saaned: 
Password: OOOOGOOO 
mage VerHied: 
Request PSC Card: 
Sy Pass Documentation Validation Reason: By Pass Supporting Documenation Reason 
System Checks Comptete: 


[save 1 {- seve s cove j|[_pwcars | 


ARRANGING SAFE APPOINTMENTS FOR CLIENTS WHO HAVE CONCERNS THAT A PPS 
NUMBER HAS BEEN COMPROMISED. 


Client Identity Services (CIS) Control Section is contacted regularly by clients who have 
concerns regarding the possible theft or misuse of a PPS No. This may be as a result of 
personal documents containing a PPS No. having been lost or stolen, as a result of 
interacting with an unapproved website, or as a result of replying to a bogus unsolicited text 
or e-mail. The customer may be of the view that their Identity has been compromised, and 
may have been advised to contact the Dept. by the Gardai or another Authority. 


Such clients are advised by CIS Control that, although such unfortunate interactions happen 
on a regular basis, subsequent fraudulent misuse of PPS No’s and Personal data is very rare. 


After ail appropriate options are discussed with CIS Control, the client may wish to have 
their personal details authenticated and further protected by attending an office of this 
Dept. to be SAFE registered and receive a Public Services Card (PSC). 


CIS Control will then endeavour to arrange an appointment at a suitable SAFE office 
location. In these circumstances, if an officer from C!S Control contacts your office to 
arrange a SAFE registration appointment for such a client, your co-operation would be much 
appreciated. 


CIS CONTROL 


5" MARCH 2014 


SAFE OFFICERS 


Safe Promotion 

Local Scanning 

LO Card Management 

Sign_O 

View Photo 

SecScannedDocs 
OverrideNonCompliant Photo 


SAFE Supervisors will also need 


Safe Promotion Supervisor 


PPSN Allocation Centre Staff will need 


Request PPSN 


All general LO staff will now need 


Local Scanning 
View Photo 


3) 


Braille PSC carriers 


Where a person attends for SAFE registration, and it appears that the person has a visual 
impairment, the customer object should be checked to see if the person is in receipt of Blind 
Pension, or the Communication Requirement has ‘Braille’ recorded. 


If this is the case, then the person should be asked if they wish to receive their PSC with the 
information in braille (not all persons on Blind Pension will use braille, and may not have a 
braille requirement noted on their customer object). 


Should any other customer request that communications be received in Braille, firstly the 
Communication Requirement should be updated to reflect this, and then proceed as below. 


If the person wishes to receive the information in braille, an email advising of this should be 
sent immediately after the SAFE registration to all three email addresses below: 


shane. lawler‘@welfare.ie, and 


carmel. meglynn@welfare.ie 


On receipt of email from the SAFE officer, Card Management will request the card 
production company not to issue the PSC, but to send it to Card Management. 


On receipt of the PSC, Card Management will issue the PSC on the card carrier and the 
braille version of the card carrier text to the customer in an A4 envelope. 


(4) Create an alert for the Public Services Card Library 


To create an alert to all changes made to documents in the Public service card library enter 


https://divisions/sites/CIS/Pages/Public%20Services%20Card%20-%20SAFE%20Rollout.aspx in 


the address bar and press enter. 


Left Click on Guidelines 


1. This will open the Public Services Card library. Click on Library and select ‘Alert Me’ and 
‘Set alert on this library’ from the drop down list 


mks | PEOpIe Search 
Click Here 


τ- ΓΞ Modify View , Current View: i. re 
eal ΚΤ ΣΙ —“ 8 JS Γ] C 
ΓΠ Create Column Ail Documents + ΩΣ 
νιν = Quick Create Tags & F-mai'a Alert RSS Most Popular Con 
Edit View Navigate Up Current Page Notes Link Me ~ Feed Items Ou 
View Format Manage Views Tagsard Notes ὁὃϑὅϑὅἕό7άΖᾷᾶΝΏὮ a Set alert on this tibrary 


Manage My Alerts 
| (Ὁ new document 
Site Contents 


Pe "- . -- . “--. ΄. 


2. On the next screen ensure your username is in the ‘Send Alerts To’ box (should be there 
automatically), click ‘ok’ . The alert is now created. 


Public Services Card Library - New Alert Click Here 


OK , Cancel | 
Alert Title 


Enter the title for this Public Services Card Library x 


alert. Fhis is included in 
the subject of the 

| notification sent for this 
alert. 


Send Alerts To 
Users: 
You can enter user names amiga: Neos 


or e-mail addresses. Rosemarie Ffrench x 
Seoarate them with 


You will now receive an alert message to your email inbox whenever there is a change toa 
document or a new document is uploaded by CIS 


9 
©) CREATING A TASK 


If a case needs to be escalated to CIS this is done by creating a Task and assigning it to the CIS Card ἃ 
SAFE Escalation Org Unit. 


Minimise the Customer on BOMi — you can see Mickey Mouse Haji Control in the bottom left hand corner. 


RC on the Task Class icon and LC on Create New Task 


ed 
fay Find Tasks By Local Office... 
ἦι Fit Tasks By PPSN... 
Find Refera Tasks Gy Locat Offlce... 
Find Referral Tasks By PPSN... 
Task Snapenot Εν Local Office... 


LC Generic from drop down list. 


bk Schedule Customer Appointment 


Sy Mickey Mouse Haj Control, OrgUnit Cofects |= ἢ 


LC on OK. 


CreteNewTask [xl 
@ Task Class 
Task Type: J- Generic ~~ 


The Task has now been created 


>» Generic 
Generic 

7, Pauline LeGuen 
Pending 
30/07/2012 


Primary Context Otject: | Task Corext 
Secondary Context Object §~=— | Task Context 


30/07/2012 13:55:25 


LC on Save 


ἘΜ ending|Genesic] - : # Generic 
ἘΠ ΦΡΤαβκ History iption: Generic 
* ¥eContext Actions /m Pauline LeGuen 
ει -¥eContext [Pending 
{ἘΠῚ ἡ Recorded Actions : 3007/2012 


Primary Context Object: 1 Task Context 
Secondary Context Object | Task Context 
12338 


30/07/2012 13:57:33 


The Task Description should be updated: 


To do this RC on the grey bar on top, LC Update and LC Update Description 


ma ea 


ἰ 30/67/2012 
| Task Context 
| Task Context 


30/07/2012 13:57°33 


iP endinglGeneric} - 
ΗΒ YeTask History 


30/07/2012 


Primary Context Object: | Task Context 
Secondary Context Obiect. =| Task Context 
12338 


30/07/2012 13:57:33 


To add the relevant PPS No. to the Task, RC on the grey bar, LC on Context Object and LC on Set Primary 
Context Object 


‘Cii@Pendiog 


Cala a aaa oo ΝΙΝ 
“Tarek ol a ec ΝΟ 
ες eContext A Start Task... "Bet Roconton Comes Object. 
| Cancel Task... Add To Context Object Collection... : 
-& ~feContext Who Updated This Object Last _Remove From Context Objects... 


[ΗΠ Recorded suspend Task. | SONI ZU 
Save 


Unsuspend Task... lobject: | Task Context 
Complete Task. ery comaxt Object. | Task Context 
Last Updated By ΔῈ 12338 
Started Date Tame: 
30/07/2012 13:57:33 


Genericfask 


scot aida a eA ofr 


-}9¢Task History 
i BB PendingiGeneric] - 
ITaskContext | Task Context 


4{η- ἡ Recorded Actions 


1 Fask Context 
Secondary Context Object: | Task Context 
Last Updated By ID: 12338 
Started Date Time: 
Created Date Time: 30/07/2012 13:57:33 
Task Owner Titte: 


Drag and drop the Customer into the | Task Context box and LC OK. 


| Task Context 
| Task Context 
12338 


30/07/2012 13:57:33 


— PGenerc 
Level W Number 
7m Pauline LeGuen 


HE Pending 
30/07/2042 


7 Mickey Mouse Haji Contro!, 
| Task Context 
42338 
Started Date Teme: 
Created Date Time: 30/07/2012 13:57:33 
Task Owner Title: 


To Assign the Task to CIS Card & SAFE Escalation Org Unit, LC on Assign, LC Assign Task 


ΗΝ aint EE, Be ee σ-9- τὸ σεν πὲ σι αι Pt 
ng[Generi EET es EC ce ee 
El -feTask History Context Object » Assign TaskToMe.. nber 
—~feContext Actic Sat Tene. ' 2 Pauline LeGuen 
yg Context Who Updated This Object Last | Pending 
“αὐ Recorded Ac suspend Task. Ι 30/07/2012 
Save 
Unauapend Task... ect Mickey Mouse Haji Control, 
oroaycomexroyect | Task Context 
12338 


30/07/2012 13:57:33 


BPendinaiGeneric} 
' {Task Actor | 


7a Mickey Mouse Haji Control, 
1 Task Context 


30/07/2012 13:57:33 


Create Org Unit 

Present My Team Case Load 
Present My Teams QC Case Load 
Present My Teams QC Officers 
Find Local Office... 


To find CIS Card & SAFE Escalation Org Unit type CIS Card & SAFE Escalation into the Description in the 
Find Org Units box and LC OK 


Ft Org Unit 


Description: CIS Card & SAFE Escalation) 


Drag the Org Unit over and drop into the | Task Actor box 


SGeneic 


E-geTask History 
| - $eContext Actions PendingiGenenc] - 
-EHfeConiext lm: CIS Card ἃ SAFE Escalation 


ἘΞ ὁ Recorded Actions 


Secondary Context Opject: {Task Context 
Last Upvated By (Ὁ; 47862 

Started Date Time: 

Created Date Time: 19/05/2014 14:10.29 
Task Owner Tale: 


Add a detailed Commentary outlining what action you want CIS to take in this particular case and LC OK. 


Pending|Generic] - > Generic 
Ye Task History iption: Level W Number 
— Context Actions ΠῚ CIS Card ἃ SAFE Escalation 
, Pending 
19/05/2014 


Primary Context Object: 

Secondary Context Object | Task Context 
Last Updated By ID: 17862 

Started Date Time: 

Created Date Time: 19/05/2014 14:10:29 
Task Owner Title: 


(If you LC once on the Commentary you will be able to see the full text) 


The Task has now been sent to CIS. 


To whom it concerns 


When a customer has gone through the registration process and has been fully promoted to safe 
level 2, can staff please ask these customers if they have their paper free travel pass with them. if 
YES staff are to take the Free Travel Pass out of the plastic pouch and stamp the paper Free Travel 
Pass with the expiry stamp 6 weeks from that date. 


The date stamp should be changed daily as to always allow 6 weeks from safe 2 promotion to the 
Free Travel pass expiring. Should customers query this, staff can advise that this is part of the 
process to ensure the Department get paper free travel passes out of circulation for customers who 
have been registered to safe 2 and will received their new PSCFT. 


Any queries please come back to me. 


Thanks 


Freda 


Freda McGowan 

Dept of Social Protection 
Free Schemes Section 

Social Welfare Services Office 
College Road 

Sligo 

Tel 35371-9113537 


email freda.mcgowan@welfare.ie 


a) 


How to deai with a name change and re-capture signature for customers 
already at SAFE Level 2 who have changed name, for example, on marriage 


This should only be used for customers who are at SAFE 2. The existing PSC should be taken from 
the customer and returned to CIS Card Management, PO Box 19, Carrick on Shannon, Co Leitrim. 


Open customer record and scan the document presented by the customer showing the name 
change, e.g. Marriage Certificate. To do this RC on the grey bar and LC on Add Scanned 
Correspondence (it is not necessary to go into the SAFE Promotion Screen) and save the scanned 
image. 


LC in the box to the left of Activities and RC on the SAFE Registration Level 2 (Current). LC “Deal 
With Name Change”. 


ἘΞ Eenie Anne Control 
ΤΊ BNames ΕΝ Femaie 


LOhey Customer Cases : ἮΝ Eenie Anne Control 


L@eSchemes Controle 
1 <aPayment Methods i : Smythe 
iD, ‘Previous Claims : ΕΠ 2ΘΙΊ1Ο)1997 Verified 
iO» ‘Previous Once Of Claims : ihe 
‘(0 pAkermate i Ds icc GB 12/10/2012 Verified 
@ Married 
"ys Carmel! Mcgynn Cis 
: Safe Registration Level 1 {EXPIRED} : | °Pleguen, Cis, Social Weare 
Safe Registration Level 2 (EXPIRED) : © English 
Safe Registration Level 1 (EXPIRED} 
safe Registration Level 2 (EXPIRED) 
oafe Registration Level 1 (EXPIRED) 
Safe Registration Level 1 (EXPIRED) 
Safe Registration Level 1 (EXPIRED) 
Sate Registration Level 2 (EXPIRED) 
Safe Regis Exe... } 1 Debt 
Promote Level 2 
ede pean | Quarantine Status 
‘ Webcam Photo captured on: 09/01/2014 11:35:06 
7 Written Signature captured on: 09/01/2044 12:14:33 
20240 


Oval With Name Change . : 88. RelatonshipsColection 


Clear association : $e a MearsFactorCotection 
Retesh 


The UNSAVED SafeNameChangeProcess box will open. 


ae 


Safe Registration Level 1 (EXPIRED) 
Safe Registration Level 2 (EXPIRED) 

. Safe Registration Level 1 (EXPIRED) 

' ~""t Safe Registration Level 2 (EXPIRED) 
’ Safe Registration Level 1 (EXP§RED) 
Safe Registration Levet 1 (EXPIRED) 

κ᾿ Safe Registration Level 1 (EXPIRED) 
. Safe Registration Level 2 (EXPIRED) 
* Safe Registration Levei 2 (EXPIRED) 
Safe Registration Levet 2 (EXPIRED) 
Safe Registration Level 1 (EXPIRED) 


tebenae 

Mi Eenie Anne Control 
Controle 

Smythe 

€2129/10/1997 Verified 


WB 12/10/2012 Venfied 

@ Mamed 

*g Carmel Mcglynn Cis 

”* Pieguen, Cis, Social Welfare 
{ English 

@lreland 

of Unknown 


Contribution History For Eeme Anne Control, 


i Debt 
» Level 2 
Quarantine Status 
12338 


[μὲ Eenie Anne Contro! | 
Written Signature 


ptured on: 25/03/2014 46:09:01 


RC on Usage Name and LC “Legal Change” 


teremae 
fig Eeme Anne Control 
Contrate 


Smythe 
£129/10/1997 Verified 
i'() _ Previous Once Off Claims : ( 
1 [jARemate | Ds @ 12/10/2012 Verified 
‘ , Recorded Actions : ΓΞ 
! j : *> Carmel Meglynn Cis 
Safe Registration Level 1 (EXPIRED) : | ‘Pleguen, Cis, Social Welfare 
Safe Registration Level 1 (EXPIRED) : ©: Engash 
Safe Registration Level 2 (EXPIRED) : @lreland 
Safe Registration Level 1 (EXPIRED) : > Unknown 
Safe Registration Level 2 (EXPIRED) Communication Requirement: gp Unknown 
Safe Registration Level 1 (EXPIRED) ς [ Cortnbution History For Eeme Anne Control 
4 (EXPIRED) 


‘-OaActivities 


ica | 
aN 
At 
cae .} 
Oe 
coe .} 
Ate 
ΕἸ δ! 


D captured on 09/01/2014 11:35Ὸ6 
Who Updates This Objecl Last | re captured on 09/01/2014 12:11:33 


Change By Use And Regute... 
Revoke Existing PSC Revert To Previous Name._ | 
| 
| 


Request New PSC: Clear association 


Record new Usage Name of customer as per document presented and LC “OK” 


__O 
Ἔ 
ξ 


a ab of ὧδ ab οὐ ον τα 5 


ΓΈς ‘Previous Claims 
7) « ‘Previous Once Off Claims 


safe Registration Level 1 (EXPIRED) 
3efe Registration Level 1 (EXPIRED) 
Safe Registration Level 2 (EXPIRED) 
Safe Registration Level 1 (EXPIRED) 
Safe Registration Level 2 (EXPIRED) 
! Safe Registration Level 1 (EXPRED) 
' Safe Registration Level 1 (EXPIRED) 


Customers Signature Verified 
Password 

Revoke Existing PSC: 
Request New PSC 


Marriage/Civl Partnership: 


Civil States: 


Edreiuac 

Mi Eenie Anne Control 
Controle 

Smythe 

Fo 29/40/1997 Ventied 


(2 

ΚΒ 12/10/2012 Verified 

@Mamed 

7 Carmet Mcglynn Cis 
‘Pleguen, Cis, Social Wefare 


9/01/2044 11°35 06 
09/01/2014 12.11.33 


Suffix Format 


ea Femaie 

ME Eenie Anne Jones 
Controle 

Smythe 
£2629/10/1997 Venfied 


12/10/2042 Venfied 

3 Maniea 

τ Carmel Mcglyan Cis 

‘ >Pleguen, Cis, Social Welfare 
C7 English 


Νά Eenie Anne Jones 
Written Signature enie Anne Mary Control, 


Customers Signature Verified: } 
Password. 

Revoke Existing PSC: 

Request New PSC: 


Consent To Use PS! Data: 
Rejattonships Comection: 
Means Factor Collection: 


ἢ on. 09/01/2014 11:35:06 
ΞΞ Written Signature captured on 24/02/2014 14:43:27 
12338 


ΗΕ a RelationshipsCollection 
fe a MeansF actorCollection 


RC the grey bar on the UNSAVED SafeNameChangeProcess box and LC “Capture Signature 


~~ Safe Registration Level t (EXPIRED) 


afe Registration Leve! 2 (EXPIRED) 
Safe Registration Level + (EXPIRED) 
Safe Registration Level 2 (EXPIRED) 
Safe Registration Level 1 (EXPIRED) 
Sate Registration Level t (EXPIRED) 
Safe Registration Level 1 (EXPIRED) 


af 


Sonythe 
£129/10/1997 Verified 
(D 


12/10/2042 Verified 
WMarmed 
Ἢ Carmel Mcglynn Cis 
” *Pleguen, Cis, Social Welfare 
4~ English 
@ireland 
: af Unknown 
Communication Requirement a Unknown 
(@ Comribution History For Eenie Anne Control, 


Who Updated This OnyectLast - 
Retesn 
Written Signature Ὁ captured on’ 09/01/2014 11 35:06 
6 captured on: 09/01/2014 12. 11:33 


The DSP Capture Signature box will open. Ask customer to sign their new signature, LC Accept and 
LC Exit. 


ta Female 

Mi Eenie Anne Jones 
Cortrole 

Smythe 

E129/10/1997 Venfied 


WB 12/10/2012 Venfied 
W@Marned 
᾿ [ ἘΦ Carmel Mcgtynn Cis 
fe Registration Leve} 1 (EXPIRED) τ  Pleguen, Cis, Sociai Welfare 
safe Registration Leve} 2 (EXPIRED) : © English 
Safe Registration Level 1 (EXPIRED) ; @ireiand 
Safe Registration Leve! 2 (EXPIRED) : =} Unknown 
Safe Registration Level 1 (EXPIRED) Communication Requirement a Unknown 
“αἴθ Registration Level + (EXPIRED) Contribution History: (J Coninbution History For Eenie Anne Control 
‘afe Registration Level 1 (EXPIRED) Date OF Entry: 
: j a Employer to: 


WiEenie Anne Jones 

“ Awaiting Signature Ὁ captured on: 09/01/2014 11:35:06 
Customers Signature Verified: @ captured on 09/01/2014 12 11:33 
Password: 
Revoke Existing PSC 
Request New PSC: 


[save | {save & Close 


Signature Capture Date: Monday 24 February 2014 


Re-Capture 


LC “Customers Signature Verified”, LC the Revoke Existing PSC and LC Request New PSC boxes, insert 
Certificate Password and LC “Save & Close”. 


Car eta 
MM Eene Ame Jones 
Controle 


Smythe 
€5129/10/1997 Verified 


WB 12/10/2012 Verified 
(Marne 
"yg Carmel Mcgiynn Cis 
‘afe Registration Level 1 (EXPIRED) ; | Plequen, Cis. Social Weare 

vafe Registration Level 2 (EXPIRED) 

Safe Registration Level 1 (EXPIRED) 

Safe Registration Leve! 2 (EXPIRED) 

Safe Registration Level 1 (EXPIRED) 

Safe Registration Level 1 (EXPIRED} 

Safe Registration Level 1 (EXPIRED) 


fof Eenie Anne Jones 


7 Signature Captured” Ὁ captured on 09/01/2014 11.35.06 
Customers Signature Verified ΧΙ e captured on 09/01/2014 12.11 33 
Password: COQ9 9009000 
Revoke Existing PSC x) 
Request New PSC: 


The new PSC will be requested with the new name, new signature and the same expiry date as the 
previous PSC. 


Refresh screen in order to update Current Signature on the customer screen. 


Sate Registration Level 1 (EXPIRED) 
Safe Registration Level 2 (EXPIRED) 
Safe Registration Level 1 (EXPIRED) 
Safe Registration Level 2 (EXPIRED) 
Safe Registration Level 1 (EXPIRED) 
. Safe Registration Level 1 (EXPIRED) 
1 Safe Registration Level 1 (EXPIRED) 
Safe Registration Level 2 (EXPIRED) 
Safe Registration Level 2 (EXPIRED) 
Safe Registration Level 2 (CURRENT) 


Consent To Use PS) Data: 
Retatonsainps Cofection: 
Moens Factor Collection: 


tAtemare 
Mf Eenie Anne Jones 
Controle 


Smythe 
€2)29/10/1997 Venfied 


ΕΒ 12/10/2012 Venfied 
@Mamed 

Ἢ Carmel Mcglynn Cis 

- Pleguen, Cis, Social Welfare 


| Debt 
Plevel2 | 

Quarantine Status 
& Webcam Photo captured on 09/01/2014 11.35.06 
? Written Signature captured on 24/02/2014 14:43:27 
12338 


a RelationshpsCoiection 
ea MeansFactorColection 


Irish Driver Learner Permits may be accepted as Photo ID 


Following discussions with the RSA as to how Driver Learner Permits (previously Provisional Licences) 
are issued, it has been decided that they may be accepted as Photo ID. 


They should be recorded as Driving Licences (it will be obvious from the scan whether it was a Full 
Licence or Learner Permit). 


As with Driving Licences, any Learner Permit presented as Photo ID must be checked to see if the photo 
has been tampered with and also for the presence of the security printing features. The signature should 
also be checked. 


It is hoped that this will reduce the number of customers being passed on to a Supervisor because they 
have no acceptable Photo ID. 
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HOW TO COMPLETE THE “FAILURE TO PROGRESS TO SAFE 2 REPORT” 


ON STOR 


Create shortcut to the link on St6r 


This online reporting application has been developed to inform scheme areas where their 
customers fail to attend their SAFE Registration appointment or fail to complete the SAFE 
Registration process. 


Please access the application through the link below; 


http://stor/S WS/S/Car/S/C1S/Lists/SAFE%20DNA%20List/Aliltems.aspx 


When open on Stoér please save to your favourites for future ease of access. 
Please create a new failure to progress to SAFE Two Report in the following situations; 


1. The customer has been invited to attend for SAFE Registration. They fail to attend and 
do not make contact. A second appointment issues, again the customer fails to attend and 
does not make contact. 


2. The customer has been invited to attend for SAFE Registration. They repeatedly cancel 
or defer their appointment and ultimately do not attend for SAFE Registration. 


3. The customer attends for SAFE Registration. The customer does not have all required 
documentation, is registered to SAFE level 1, and is requested to bring in all outstanding 
documentation. The customer fails to return with or supply the necessary documentation 
within a specified timeframe. 


4. The customer attends for SAFE Registration. Having interviewed the customer, the 
SAFE Supervisor is not satisfied that the person has authenticated their identity to a 
‘reasonably assured’ level and therefore cannot SAFE promote that person to SAFE level 
2. The customer remains at SAFE level 1. 


The following page will open: 


€ Edaseet Cateroad εἰ a* 
_... ΕΝ ETT Te et een Δα δε ραν hiss δῷ τ νϑὲ 
Folewese Petes Ped πδινέι ee τ Fatture bo Peogres. ta GAPE τ Peart 
Failure to Progress to SAFE 2 Report 
on i New =. ἄνα, - ve 
milo , 5 . 


Hosen tes ΦᾺ “εν δ᾽ Po ees Seat) CS oer eee ih Pte rc ὁ 1 αν Decca me Peer Pinan es Lang cmpenpoterben κατέ για κέναι 
lee There are no ems to show im thas view of the “Ραμ to Progreds tau SAFE 2 Report’ list. To εἰ wate 42 new Hern, ἐγ μι “New above. 


A EE EEE EE GEERT 


To create a Failure to Progress to SAFE 2 Report, LC on the dropdown to the right of New and LC 
New Item 


, [- http: “stor’SwW5‘S'CareS/CIS/ Lists, SAFES20DNA%220List Ait QO ~ Ὁ 


ws Client Identity Services 


Social Welfare Services Aireacht Agencies & Offices 


Client Identity Services > Fallure to Progress to SAFE 2 Report 


Failure to Progress to SAFE 2 Report ὉΠ 


: 5:2 Mew Item 
1 = add 2 new item to this Tet. 


Administration Vie 


cent Appamtment Date Reasan bar fark eta complete regrstrahon Close Report — SAFE: 
ailure to Progress to SAPE 2 Report” list. To create a new item, cick "New" above. 


Claims and 
Payments 


Communications 


1" 


Customer Supports 
and Services 


External Entities 
Facilities 
ICT Services 


ΕἸ ΕἸ ΕἸ ΕἸ ΕἸ ΕἸ WE 


International 
Agreements 


Knowledge 
Managestent 


Law and 
Legéntation 


Legal Matters 
Procurement 


Programmes and 
Projacts 


Reports 


Scheme 
Administration 


Staff 


7H 


H if HE @ 


Atedcyart ἜΝΙΑ Τὸ περεντηεν i 


“ : m 


’ Cao χοῦ 
lanai: 28 : ‘ 
LS cea οἱ CB BC κως, ἦτ Saiteet| τ Failu.. XL ini τῷ ΔΒ 


Weirome Pauline |e Guen~: | My Site 1 My Links τ $C 


S Client Identity Services AM Sites eT ἀπ τ τος 


Social Welfare Services Aireacht Aqenaes & Offices Gaeilge News Reports Sites SOLAS Support 


- 2° τ᾿ 3 eta 4 
le F ἊΣ 20ListiNer. O~ BAX 2 cent | 


Client identity Serv’ces > Failure to Progress to SAFE 2 Report > New Item 


‘Failure to Progress to SAFE 2 Report: New Item (oe) f Concet 


1 


| o Attach Fite ἊΨ Spelling... ” indicates a required feld 


‘SAFE Location 1.0 Code 

Please enter number only e.g. 567 
Customer Name * 

PPS Number ° 

Most Recent Appointment Date * τῇ 


Reason for failure to complete registration‘ ¢ Failed to attend two or more appointments 


Failed to provide adequate documentation 
Customer refused to comply with SAFE Process 
Customer not ready for progression to SAFE Two 
Specify your own value: 


Other Comments A ALB JZ WU Mf :5 ee A τι 


Close Report 1:1} 
For CiS Ballybay staff only 


Complete fields with relevant information: 
Your SAFE LO Code 

Customer Name 

PPS Number 

Date of Most Recent Appointment 


The reason why the customer failed to reach SAFE Level 2 


scopes 


Ss, 


᾿ - _ mieten ἐν ᾿.. Ἷ aii Ἶ mt te αν Reyne ΕΘΝ ΘΒ ΘΒΈΒΑ τ ἄπο ᾿ ss Wires: + epee: mh ae aii a SO Ὗ iii 2 . a a ἸἈΝΗ͂ 
ΠΡ τ πα $8 5 Cor S'S Lots SAFESAMDNAS δι συνε, D> BC χ Reh pens ci Ramen ate |p eae δρόμον, Faire [agg] © 


Welcome Pavhne |e θη | My Sate | Mh links © | 


S Client Identity Services All Stes ΞΙ͂. oy eee 


Reparts sites SOLAS Support Oban ἡ 


7 ρει Welfare Geryicas Airegcht Agencies ἃ Otres Gaelye News 


Clrent identity Services > Failure to Progress ta SAFE 2 Report > Mew [tem 


‘Failure to Progress to SAFE 2 Report: New Item (ox | [Caneel 
ὦ Attach File YY Spelling... * indicates a required held 
SAFE Location LO Code 123 

Please enter number only 6.0. 567 
‘Customer Name * Michaet Jones 
PPS Number " 
Most Recent Appointment Date * 2014-2013 pes) 


Reason for failure to complete registration * i@ Failed to attend two or more appointments 
Failed to provide adequate documentation 
Customer refused to comply with SAFE Process 
Customer not ready for progression ta SAFE Two 
Specify your own value: 


‘Other Comments . 


‘Close Report 
For CES Ballybay staff only 


: 3 


fa 


If the calendar option won’t work for you then you need to click the compatability view icon shown 


below. 


ay "hte: stor 6: : ι 


aad dd ae —. 


The icon should turn a blue colour and you will then have access to use the calendar (this only needs 
to be done the first time you use this page). 


2g .- pues ee “Ἔ + ao tla aa ili: Na amie 


Ὁ ‘Lists SAFE’ 20DNA%2List New D σ 


ac xi 


Ke) http: stor SVS. $’Car’$ 


if none of the first 4 reasons suit, you can LC in the Specify your own value box and type the reason 
in the free text box. This can be expanded upon by using the “Other Comments” box. 


Ed Ξ f & Failuret... x δ x 


Ss Client Identity Services Alstes = = [ef = 


Social Welfare Services Aireacht Agencies & Offices Gaeilge News Reports SOLAS Support | Obair a 


Client 'dentity Services > Failure to Progress to SAFE 2 Report > New Item 

‘Failure to Progress to SAFE 2 Report: New Item (_«  }( cme | 
| @ Attach Fle Ὁ Spelling... * indicates ὦ required eid 
SAFE Location LO Code 123 


; Please enter number only 6.9. 567 
‘Customer Name ~ Michael Jones 


'PPS Numbers * 
iMost Recent Appointment Date * 20/11/2013 re 


IReason for failure to complete registration * Failed to attend two or more appointments 
‘Failed to provide adequate documentation 
‘Customer refused to comply with SAFE Process 
Customer not ready for progression to SAFE Two 
@ Specify your own value: 


For example 


‘Other Comments Customer could not prove identity and § Or 4 
i hat satisfied to his identity 


iClose Report τ 
ἢ For CES Ballybay staff only 


Be ha a “γτ..ς - bie = Ng Te ee . ᾿ "- 


* : ἴὰ ἢ ; ed νεὼ 


TEP πῆρ: stor 5 θ᾽ 5, Ὁ ar S/CIS/Lists SAFE 20DNA%20L ist/Allit JO 


Welcome Pauline ie Guen~: | My Site | My links” | 


Ss ΠΗ Identity Services All Sites τ΄ δεῖ “ 


Socal Weltare Services Aureacht Agencues & Offices 
| Chent Identity Services > Faiture to Progress ta SAFF 2 Report ἢ 


Failure to Progress to SAFE 2 Report 


Administration 


| Mew Actions τ Vie: 


ΒΕ 


Claims and a ee in epee ee ΨΥ tena eet Sastre oct Sean | Taha mic eta ΣΎΝ Sasi sy. Se ΤΎΡΟΣ ΟΞ ΞΞΞΞΚΞΞΣΕ 
Payments ; Custonie Mame PPS Maniber Most Recent Apoomtineat Date Reason for tadure to complete reg:ct ation Clase Report SAF 
Michael Jones 20/11/2013 Failed to attend two or more appointments No 
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PSC/SAFE Rollout Helpdesk in CIS — ext. 41794 


Frequently asked Questions 


Pp 


Θ 


PP 


What do | do if customer has no photo id? 
Capture photograph and signature and refer to Supervisor for interview. 


At what age can a child be registered to SAFE level 2? 
16 years and over. 


What if someone cannot sign their name? 
Check documents they present to see if signed or not. If not they may make their mark (e.g. X) 


Does all headgear have to be removed? 

No. It is not necessary to remove Hijabs or Turbans once the outline of the customers face can be 
seen. Any customer that may be wearing headgear e.g. hats, scarfs due to medical conditions are 
also acceptable once the outline of the customers face can be seen and a Case note has been 
entered. 


Do glasses have to be removed? 
Yes. 


What if customer has an artificial eye or other eye problems? 

In these cases it may not be possible to get a compliant photo, however if you get a non-compliant 
photo, once this photo crops accept photo and refer to a supervisor to accept a non-compliant 
photo. Please put a case note stating customer has eye problem. 


What if | cannot get a compliant photo after trying different lighting/positioning of the customer? 
if the photo crops accept photo and refer to supervisor to accept a non-compliant photo. 
Otherwise please contact the PSC/SAFE Rollout Helpdesk in CIS. 


What if customer has a Level W PPS number? 

Explain to customer about Level W being changed to previous/new number. If customer is 
agreeable to change their number, give customer explanatory note about Level W numbers. Do 
SAFE registration, do NOT issue PSC (un-tick the Request PSC box) and escalate to CIS via Task. 


If customer does not wish to change their Level W number capture photo and signature only. 


Pp 


PP 


Pp 


PP 


Pp 


PSC/SAFE Rollout Helpdesk in CIS — ext. 41794 


What do | do if a customer comes into LO to report lost/stolen/damaged PSC? 
Give them the number of the Helpdesk - 1890 837000 - and ensure they know their own PPS 
number. 


What if customer phoned Helpdesk number and cannot activate their PSC? 
The LO should contact ext. 41572 (071 9672572) in the presence of the customer. 


What if | make a mistake entering data and have saved SAFE registration? Can it be corrected? 
Cancel PSC request. Amend data, i.e. usage name, add former names, change/specify place of 
birth, verify DOB or household address and re-order PSC. 

Any other data that has been entered incorrectly please contact the PSC/SAFE Rollout Helpdesk in 
CIS. 


What if | attach the scanned documents to the wrong PPSN. 
Contact the SAFE/PSC Rollout Helpdesk. 


What if | attach the wrong photograph/signature to the wrong PPSN. 
Contact the PSC/SAFE Rollout Helpdesk. 


What if | have accepted a photo that does not meet the photo requirements? 

If you have not saved the SAFE promotion discard and start again. 

if you have saved the SAFE promotion you will have to do a full new SAFE promotion. Go to 
Activities on the customer screen RC on the SAFE Registration and LC New SAFE Promotion. 


What if | forget to “Add Identity Documents” during SAFE Promotion process. 
You can “Add Identity Documents” by going to the SAFE Promotion under Activities on the 
Customer screen. 


For whom can a valid Irish driving licence/learners permit/UK driving licence be accepted as an 
identity document? 
Irish/UK born customers only. 


Is an out of date Irish driving licence/learners permit/ UK driving licence a valid identity document? 
No. Capture photograph and signature and refer to Supervisor for interview. 


Is an out of date Irish/UK passport a valid identity document? 

An expired Irish/UK passport up to a maximum of 12 months can be accepted by a SAFE officer. 
For customers who have passports expired more than 12 months, capture photograph and 
signature and refer to Supervisor for interview. 


> p 


Pp 


PSC/SAFE Rollout Helpdesk in CIS — ext. 41794 


If an Irish citizen adopted within the 26 counties does not have their adoption certificate with them 
can they be SAFE promoted? 
No. An adoption certificate must be presented. 


Is a short form Birth Certificate acceptable for Irish/UK born customers? 
No. 


How do | create a Task? 


Refer to manual on Stor page http://stor/SWS/S/Car/S/CIS/Pages/PSC.aspx. 
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How to check if a customer has a PSC on SDM/BOMi 


On the customer screen open the customer’s record. 


On the customer screen RC on Grey Bar, LC on Cards & LC on Find All Cards 


cards i 


led 
Kathleen Reynolds Cis Dsp 
aspondence Address 
ish 
ium 
own 
own 
: hibution History For Mary Maggie Contre 


ἡ 


ἷ 

ntine Status 

ram Photo captured on: 31401/2014 18.25.41 
bn Signature captured on 31/01/2014 18:25:48 


Means Factor Collection. Ya MeansFactorColiection 


You will see a “Results Collection’. 
The fotlowing categories exist: 


Requested — means that the PSC has been requested on the system and the request can be 
cancelled by using the Cancel Request option when you RC on the PSC. 


Sent — means that the PSC request has been sent to the card production company. This cannot be 
cancelled by an Officer but if necessary the Officer can email sect_reg3 @welfare.ie and give details 
of the PSC to be re-called and the reason why. This can also be done by contacting the SAFE Rollout 
Helpdesk — 41794. 


Distributed — means that the PSC has been posted out to the customer. If this PSC is incorrect the 
Officer must contact the customer directly. 


Issued — means that the customer has activated the PSC. 
Revoked — means that the PSC has been cancelled. 


On some customers’ resuits collections there may be a number of PSCs and the most recent will be 
at the end of the list of PSCs. 


fe PSC + FT Partner expires on 25/04/2021 Distributed 

fe PSC + FT Partner expires on 15/12/2014 Revoked 

fe PSC + FT Partner expires on 15/12/2014 Revoked 

fe PSC + FT Partner expires on 15/12/2014 Revoked 

fe PSC + FT Partner expires on 15/12/2014 Revoked 

46 PSC + FT Partner expires on 15/12/2014 Revoked 

le PSC + FT Partner expires on 15/12/2014 Request Cancelled 
fe PSC + FT Partner expires on 21/01/2021 Request Cancelled 
fe PSC + FT Partner expires on 15/12/2014 Revoked 

e PSC + FT Partner expires on 13/12/2020 Request Cancelled 
¥e PSC + FT Partner expires on 15/12/2014 Revoked 

fe PSC + FT Partner expires on 15/12/2014 Revoked 

Ye PSC + FT Partner expires on 15/12/2014 Revoked 

¥e PSC Only expires on 05/09/2020 Revoked 

e PSC Only expires on 30/04/2019 Request Cancelled 

fe SSC Issued on 25/04/2014 Current Card - Valid from tssue Date 
αὖρ SSC Issued on 29/06/2012 Cancelled Card - Invalid from Cessation Date 


Pe Level 2 
& Under Review 
4, Webcam Photo captured on: 25/04/2014 18:21:46 
‘2 Written Signature captured on: 25/04/2014 18:21:51 
12338 

Consent To Use PSI Data: 

Relationships Collection: ΗΠ RelationshipsCollection 

Means Factor Colection:. ¥% a MeansFactorCollection 


It 


To record and verify a mobile phone number on the SAFE Promotion screen 
Open the SAFE Promotion screen and capture the photograph and signature as normal. 
To record mobile phone number: 
STEP 1 
RC (right click} on the grey bar 
LC (left click) ‘Verify PSI Data Set’ 
LC ‘Add Telephone Number’ 


lf the phone number on SDM is correct and is the Preferred Number (PREF), go to STEP 3 


» 
» p 

vale ᾿ ε Control, 
Customer Ropre ΚΡ ΤΕ ΥΗΒΒΒΝΝΗΝΒΝΝΝΗΠ Specty Sex. 
Sate 1 ϑνοῖ Update Verified PSi Data Sat 
Usege Name: Add Scanned Correspondence 
Mote Number: Who Updated This Object Last 

GRO Lookup... 


τὸς Enter Bish Sumame... ἢ 
By Pas Gocumentation Valtdaton... 
Berth: Ασα Khentity Document... Spectly Plate Of Guth... 
Marriage/Civil Px Very Non Campliara image... Change Or Verity Bin Date... | 
= ee CH IG® Or Very Death Date... | 
wear 
τ Main Strret 
@irelana 
Cortrot 
Supporting Document Type 
Supponing Document Type 
Supporting Documert Type 
Security Question 


Security Question 


ij Photo Captured* 

if% Signature Captured” 
Voice Biometic 

27/11/2015 

27/11/2022 


Customer Details Verified: 

Supporting Documents Vernfied: 

Customers Photo Verified. 

Customers Signature Venfied: 

Motite Certification Terms And Conditions Signed: ὦ 

Password: 

image Verified: 

Request PSC Card: x 

By Paas Documentation Validation Reason: By Pass Supporting Documenation Reason 
System Checks Compete: 


[_save_]{_seve a cioss_{ |" ciecare | 


STEP 2 


Record the customer’s mobile phone number, {Preferred box should be ticked) 


LC ‘OK’ 


GT elephona 

| {- 8.087 6181245 
| - (87008 3333 

BOBS 1234507 

1 12345687 


- 

ἢ 

᾿, 
i 
tee. 


Usage Nastre: 

Mobile Mumizer: 

Sex: 

Birth: 

Morrtage/( iva Partnersiap: 
Dest: 

Mothers Girth Surname: 
Househotc Address: 
Natonaity: 

Birth Suman: 
Supporting Document: 
Supporting Docurnent2; 
Supporing Documents: 
Securtty Queston 1: 
Security Answert: 
Security QuestionZ 
Securtty Answer2z: 
Photo: 

VWittten Signature: 
Vance Biometric: 
Created On: 

Expres On: 


ΤᾺ Anne Contral, 


Description (e.g. Work’; 
Preferred: i 


Supporting Documem Type 
Supporting Document Type 
Supporting Documem Type 
Secunty Question 


Security Question 


“ Photo Captured” 

ΕἾ Signature Captured* 
Vaice Biometric 

27/11/2045 

27/11/2022 


Customer Details Verified. 

Supporting Documents Vented 

Customers Phote Venfed 

Customers Signature Verified. 

Mobile Certification Terms And Conditions Signect 

Password 

image Veried: 

Request PSC Card: x 

By Pass Documentation Veldetion Reason: By Pass Supporting Documenation Reason 
System Checks Complete: 


The mobile phone number should now appear on screen with ‘PREF’ after it 


STEP 3 
Confirm with the customer that they have the phone with them 
RC on the phone number 


LC on Send Verification SMS 


Customer: ΖΦ Anmne Conti, 
Customer Representative: Customer 
Safe Levet Level 1 
Usage Name: ἈΦ Anne Control 
BAC Make This The Preterred Number | 


PAF Delete. 
οι S203 Verification SMS 


Who Updated This Object Last 


Sm Clear association 

pn Ramesh 

@ ireland 

Controi 
Supporting Document Type 
Supporting Document Type 
Supporting Document Type: - 
Secunty Question ᾿ 


Secunty Question — 


| Photo 

Written Signature 

Voice Biometric 
27/11/2015 
27/11/2022 


Customer Details Verified: 
Supporting Documents Venfied 
Customers Photo Verified: 


me... 

LNOWO2/4 992 Vented 

8 14/02/2012 Verified 

(Ω 

Smyth 

“a Main Stret 

@lreland 

Coma! 
Supporting Document Type 
Supporting Document Type 
Supporting Document Type 
Security Question 


Venfication code sent by SMS to 


Expiten On: 

Customer De 
s Verinhed 

Customers Photo Verified 

Customers Signature Veritied 

Mobile Certification Terns And Conditions Stoned: 

Password. 

hmage Verified: 

Request PSC Card: x 

By Pass Documentation Validation Reason: By Pass Supporting Documenation Reason 

System Checks Comptete: 


‘Save _|{_Save a Cross | [_trecera_| 


STEP 4 
RC the mobile phone number 
LC ‘Enter verification code’ 


Once the pop up box appears ask the customer to key in the number received in the SMS using the Numeric Keypad 
and press Enter (or you may LC ‘OK’) 


EHO Activiti 
ἘΞ Telephone Numbers 
087 6181248 

Ϊ - ΙΒ) 008 3333 

: |. 8085 1234567 
01 1234567 


‘VERIFIED’ should now appear after the mobile phone number. Proceed with the SAFE promotion. 


Customer: 

Customer Represantative: 

Sate Levet 

Usage Ν δεν: 

Mobve Number 

Sex: 

furth: 

Marriage*Civil Partnership: 
Death: 

Mothers Birth Surname: 
Househokl Address: 

Hatbonality: 

Birth Sumame: 

Supporting Docyumentt: 
Supporting Docurment2: 
Supporting Docunvest3: 
Security Question f: 

Securmty Answer: 

Secerty Question 2: 

Securtly Ansurer2- 

Photo: 

Written Signature: 

Voice Biometric: 

Created On: 

Expiras On: 

Customer Detaits Verified 
Supporting Documents Venfied: 
Customers Photo Verified. 
Customers Signature Venfied 


Mobite Certification Terms And Comdtions Signed: 


Passwoid 

énage Verified: 

Request PSC Card: 

By Pass Documentation Valktation Reason: 
System Checks Completa: 


Customer: 

Customer Representative: 
Sate Levet 

Useqe Horrve: 

Monae Number. 


Beth Surname: 

Supporting Document1: 

Supporting Docunvwnt2: 

Supporting Documents: 

Securnty Question: 

Security Anawert: 

Security Question2: 

Securtty Answerz: 

Photo: 

Witten Signature: 

Voice Glhomatric: 

Crested On: 

Expires On: 

Customer Details Verified 
Supporting Documents Venfied 
Customers Phota Venfied 
Customers Signature Verified 
Mobile Certification Terms And Candiions Signed: 
Password 

hnage Vertiied: 

Request PSC Card: 

By Past Documentation Vatidation Reason: 
System Checks Comptote: 


joes 794 = 
2a F emale ἢ 22086 7951941 PREF 


[ox] [comes | 


*g° Main Strret 

@Mirelang 

Control 
Supporting Document Type 
Supportng Document Type ἡ 
Supporting Document Type 
Security Question 


Secunty Question 


‘gi Proto Captured" 

‘ * Signature Captured" 
Voice Biometnc 

27/11/2015 

27/11/2022 


x 
By Pass Supporting Documenation Reason 


72 Amne Control 
Customer 

Level 1 

ME Anne Control 

$3086 7951941 PREF VERIFIED 

a Femaie 

£E03/02/4992 Venfied 

ΜΒ. 14/02/2012 Venfied 

aw) 

Smyth 

τ Main Strret 

PBlreland 

Control 
Supporting Document Type 
Supporting Documem Type 
Supporting Documem Type 
Secunty Question 


Security Questian 


2) Photo Captured” 
Signature Captured” 
Voice Biometiic 
27/11/2015 
27/11/2022 


x 


By Pass Supporting Documenation Reason 


(a) 


Photo Requirements 


Correct procedures for registration photographs: 


Face directly towards the camera with a neutral expression and the 
mouth closed. 


Eyes must be open looking at the camera with no hair obscuring them. 
Head must be level. 
Remove any hat or cap. 
Remove any glasses. 


Coverings, hair, headdress or facial ornamentation which obscures the 
face are not permitted. 


To record and verify a mobile phone number for a PPS Number Allocation 


In order to record a mobile phone number for a PPS Number Allocation, you must first Save the 
customer. 


When you have completed all other information on the Customer Awaiting PPSN screen, click Save. 


Customer; 

Request Ppan: 

State: New 

Date Requested: 05/08/2016 

Date Of Receipt: 0508/2016 
Chent Title: μ᾽ 

Chent First Name: Anne 

Chent Summame: contro} 

Cent Suffix: Suffix Format 
Sex: fa Femals - - 
Date Of Birth: 

Dob Ver Source: ky) Long Birth Certificate 
Place Of Birth: Dublin 

Country Of Birth: @ireland 
Mothers Birih Surname: Smyth 

Birth Sumame: Control 

Civil Status: Wsirgie 

Date Of Mariage: 


Dom Ver Source: Marriage Vertlication Source 
Bate Of Death: 

Dod Ver Source: Death Venfication Source 
Reiated Customer: 1 Customer 

Retationship Of Existing Customer To This Person: Relationship Type 


Use Household Address Of Related Customer: ᾿ 

Address: Main Street Carrick-on-Shannon Co Lé 
Telephone: (Use menu action to add Telephone} 
Emait 

Nationatity: @ireland - 

Language Pref: © Englsh 

Special heeds Type: Special Needs Type 
Communication Requirement Communication Requirement 
Quarantine: Quarantine Status 

Last Updsted By 1D: 

Sate Levet Safe Level 

Creates i Actor 


Open the SAFE Promotion screen and capture the photograph and signature as normal. 
To record mobile phone number: 

STEP 1 

RC (right click) on the grey bar 

LC (left click) ‘Verify PSI Data Set’ 


LC ‘Add Telephone Number’ 


8. Signature ¥e Anne Control, 
Voice Customer 


Vert PS! Data Sat > Specity Sex.. ‘4 
Update νρπῆδα PSI Data Set 2 Specify Nationally... 


By Pass Documentstion Vaiidation.. New Correspondance Address... introl 
Add Scanned Correspondence Enter Mothers Birth Sumame.. hone Number 
Verity Non Compllant Image... Enter Barth Surname... je 


Who Updated This OdjectLast Add Telapnone Number... 
GRO Lookup... Speciy Place Of Bish... 
Add Identity Document... Change Or Verify Birth Date. . 
Or ιν Change Or Very Death Date... 

Mothers Birth Sumame: Change Or Varty Mariage Date... 

Nationality: @ ireland 

Birth Sumame: Control 

Supporting Document: Supporting Document Type 

Supporting Document2: Supporting Document Type - 

Supporting Docurnent3: Supporting Document Type 

Securty Question1: Securtty Question 

Secunty Answert: 

Securtty Question2: Securtly Question 

Security Answex 2: 

Photo: } Photo 

Written Signature: Written Signature 

Voice Blometric: Vaice Biometinc 

Created On: 05/08/2016 

Expires On: 05/08/2023 

Customer Details Verified 

Supporting Documents Verified 

Customers Photo Verified 

Customers Signature Verified 

Mobile Certification Terms And Conditions Signed; ἢ 

Password. 

Image Verified: 

Request PSC Card: x 

By Pass Documentation Validation Reason: By Pass Supporting Documenation Reason 

System Checks Comphete: x 


[save ] [_seve a cose || btecart | 
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STEP 2 
Record the customer’s mobile phone number, (Preferred box should be ticked) 


LC ‘OK’ 


“ἐφ Anne Control. (Pending} 
Customer Representative: στη 
Safe Levet 
Usage Name: 
Mobie Number: 
Sex: 
Birth: 
MarplageCrvil Partnership: 
Death: 
Mothers Birth Surname: 
Navionahty: 
Birih Surname: 
Supporting Document1: Supporting Document Type 
Supporting Document2: Supporting Document Type - 
Supporting Document3: Supporting Docume Type - 
Securtty Questiont: Secunty Question 
Security Answer: 
Security Question2: Security Question 
Security Answer2: 
Proto: | Photo 
Written Signature: Whiten Signature 
Voice Biometric: Voice Biometric 
Created On: 05/08/2016 
Expires On: 05/08/2023 
Customer Details Verified 
Supporting Dacuments Venfied 
Customers Photo Verified 
Customers Signature Verified 
Mobile Certification Terms And Conditions Sigaed: 
Password. 
kmage Varified: 
Request PSC Card: x 
By Pass Documentation Validation Reason: By Pass Supporting Documenation Reason 
System Checks Comptete: x 


[save] seve s cross | [_oiecara | 


ἄγ Anne Control, 


The mobile number should now appear on screen with ‘PREF’ after it. 


Anne Control 
Boo 353 086 PREF 
eaFemale 


STEP 3 
Confirm with the customer that they have the phone with them 
RC on the phone number 


LC on Send Verification SMS 


Customer: ¥e Anne Control. 

Customer Representative: Customer 

Sata Levat: PLevel 1 

Usage Name: Anne Control ὃ 

Mobie Number. 00 353. jake This The Preferred Numbat 
GFemale datete... 


09/02/199 


Marriage/C rd Partnership: cae ae uae 


Doatn: Update... 
Mothers Birtn Surname: Smyth Clear asaodation 
@ireiand Refresh 
Control 
Supporting Documeat1: Supporting Document Type 
Supporting Document2: Supporting Document Type - 
Supporting Document3: Supporting Document Type 
Security Queation1: Security Question 
Security Answer: 
Security Question2: Secunty Question 
Security Answer2: 
Photo: | Photo 


Written Signature: Whiten Signature 
Voice Brometnc 


05/08/2016 
05108'2023 
Customer Details Verified: 
Supporting Documents Verified 
Customers Photo Verified’ 
Customers Signature Verified 
Mobie Certification Terms And Conditions Signed: 


Request #SC Card: 
By Pass Documentation Validation Reason: By Pass Supporting Documenation Reason 
System Checks Complete: 


Verification code sent by SMS to 086 


Ὁ 


Cnstamers Sinnatitre Varifien 


STEP 4 
RC on the mobile phone number 
LC ‘Enter Verification Code’ 


Once the pop up box appears ask the customer to key in the number received in the SMS using the 
Numeric Keypad and press Enter (or you may LC ‘OK’) 


00 353 086 


‘VERIFIED’ should now appear after the mobile phone number. 


ΦΆΒΕΙ, NANAE ERD AYE 


BH) 00 353 086 PREF VERIFIED 


@ACAmMala 


Proceed with SAFE Promotion. 


εἶ 


SAFE registration where birth details cannot be located on GRO 


UNDER NO CIRCUMSTANCES SHOULD IT BE SUGGESTED OR ASKED IF THE 
CUSTOMER MIGHT BE ADOPTED. 


Due to the sensitivity surrounding Adoption, it is important to deal with such cases carefully, 
and not to do anything which might cause distress to customers. 


The invitation letter asks people to bring their Birth or Adoption Certificates with them to the 
appointment. However, not all do so. 


General Procedure: 
Carry out Basis search on Customer using Name, Surname and Date of Birth to establish the 
correct PPS Number, or to find out if the customer has duplicate PPS Numbers. 


If customer presents a Birth certificate, use this to verify the Date of Birth, Name/Former 
Names, Sex, Mother’s Birth Surname and Place of Birth. If any information on file is wrong, 
update it from the Birth Certificate. 


If customer presents an Adoption certificate, use this to verify the Date of Birth, 
Name/Former Names, Sex and Mother’s Birth Surname. If the Mother’s Birth Surname if not 
specified, the customer may provide this verbally. If any information on file is wrong, update 
it from the Adoption Certificate. 


It should be noted that the new form adoption certificate is headed “Birth Certificate”. 


Where an Adoption Certificate is presented, no search should be made on GRO. The 
details to be used will be taken from the Adoption Certificate. 


If no Birth or Adoption Certificate is presented, a search of the GRO system should be 
carried out to locate the birth certificate. 


Should it not be possible to locate the birth registration details, then the customer should be 
told that his or her birth registration cannot be located on GRO, and is he or she sure as to the 
details. Where the customer states that the details are correct, the next step is to ask the 
customer to check the details with family, or to get a reduced cost Birth Certificate. 


If the customer volunteers the information that s/he is adopted, then the need to bring in an 
adoption certificate should be explained to him or her. 
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INTRODUCTION 


1.1 


1.2 


1.3 


BACKGROUND 


The purpose of this document is to give staff in PPS Number Allocation and SAFE 
registration Centres guidelines on the procedures for the allocation of Personal Public 
Service (PPS) Numbers and SAFE registration. 


THIS CIRCULAR SUPERSEDES AND INCORPORATES 18/08 AND AMENDING RDO 
MEMOS AND OFFICE NOTICES TO DATE. 


These consolidated guidelines fulfil the need to have all information, procedures and 
operational instructions instantly available in one place and will ensure uniformity in the 
registration process across the Department. 


Operational Guideline Queries 


Staff, who become aware of any anomalies in the guidelines, or who have any queries 
relating to them should contact Sean O’ Boyle, sean.oboyle@welfare.ie Extension 
41507, Client Identity Services. 


Client Identity Services queries should be directed to SAFE rollout helpdesk, CIS 
Registration or CIS Control as identified in Appendix 6. 


Queries in relation to the Interpretation Services for PPS Number applicants should be 
directed to Extension 42034, Regional Support Unit. 


Notification to Staff 


Managers are requested to bring this Circular to the attention of all staff. 


Sean O’ Boyle 
Client Identity Services 


PERSONAL PUBLIC SERVICE (PPS) NUMBER ALLOCATION PROCEDURES 


2.1 


Introduction Operational Guidelines 


SAFE REGISTRATION IS A COMPULSORY, INTEGRAL PART OF ALL 
FACE TO FACE PPS NUMBER ALLOCATIONS WHERE THE PERSON IS 
AGED 18 OR OVER. THE PROCESS SHOULD NOT BE SPLIT INTO 
SEPARATE PARTS, AND USUALLY THE ENTIRE PROCESS WILL BE 
COMPLETED BY ONE OFFICER. 


The allocation of a PPS Number to a customer does not in itself confer any rights 
to residency, employment or benefits in Ireland. 


In order for a person to receive a Personal Public Service (PPS) Number, evidence of 
identity and address must be provided. 


In addition, the person must show that a PPS Number is required for a transaction 
with a specified body, e.g. to register with the Revenue Commissioners after taking 
up work, or to apply for a medical card, or to make a claim with this Department. 
These are only some of many possible reasons why a person may require a PPS 
Number. 


The reason for requiring a PPS Number is asked on the REG1 form, and this must 
be completed by the customer. The customer must be able to confirm this e.g. 
provide evidence of a job offer, or provide Medical Card or Driving licence 
application form completed apart from PPS Number. 


Looking for work is not a transaction with a specified body. Should doubts arise 
that a job offer is not real, contact should be made with the employer to verify that 
a job has been offered. Where there is still a doubt as to the validity of a job offer, 
or other reason given for requiring a PPS Number, consideration should be given 
to asking a SWI to investigate. 


While financial institutions are required to request a person’s PPS Number, where 
a person cannot or will not provide a PPS Number, the bank cannot refuse to open 
a bank account for this reason. 


For colleges who are providing courses which are Quality and Qualifications 
Ireland (QQI) accredited, such colleges must register students with QQI and the 
student will require a PPS Number for this. If the course being attended is not 
QQI accredited, then the student will not require a PPS Number for this purpose. 


When the birth of a child is being registered, the parents are asked to provide their 
PPS Numbers. GRO have clarified that where one or both parents have not been 
allocated PPS Numbers, allocation should be proceeded with PROVIDED the 
required identity documents and evidence of address are supplied. 


A person wishing to complete “SAFEPASS” training for the construction industry 
is required to provide a PPS Number to the organisation providing the training. 
The application form, complete apart from the PPS Number, should be presented. 


Companies Registration Office documents should not be taken as evidence of a 
requirement for a PPS Number. 


When applying for an Irish Passport, a person present in the State is required to 
supply his or her PPS Number. Where a person applies for a PPS Number for this 
purpose, supporting evidence should be provided, application form and relevant 
evidence of entitlement to an Irish passport. Where a person is not present in the 
State, providing his or her PPS Number is not required when applying for an Irish 
Passport. 


Where a person states that s/he wishes to claim Child Benefit, this is a valid reason 
to allocate PPS Numbers for the claimant, and the child/children involved. See 2.5. 
Similarly, if a person states that a PPS Number is required to make a claim and a 
completed claim form (apart from the PPS Number) is presented, this is a valid 
reason for PPS Number allocation. 


When giving notification, to a Registrar, of intent to marry, PPS Numbers are only 
required where the person intends to reside in the State after marriage. 


The General Register Office has now advised that a non-EEA citizen does not have 
to produce a certificate of registration to prove entitlement to reside in the State 
after marriage. 


Where s/he requests the allocation of a PPS Number in order to give notification of 
marriage, and states that s/he intends to reside in the State afterwards, a Passport 
or National ID card and evidence of address is required. 


INIS have clarified that, while the forms to apply for EU treaty rights and for a 
Irish Residence Permit (formerly GNIB card) have space for a PPS Number to be 
entered, it is not required that these be completed where the person does not have 
a PPS Number, consequently these are not valid reasons to allocate a PPS Number. 


While examining an application for a PPS Number, where the reason given for 
allocation is that of employment, it may be noticed that the person does not appear 
to have the correct visa/work permit to allow them to work in the State. 

The officer should notify such cases to the Immigration Service at ilu@Justice.ie 
and to the Workplace Relations Commission (WRC) Inspection & Enforcement 
Services at inspection@workplacerelations.ie 

The Personal Public Service Number, name, address, date of birth, nationality, 
telephone number, passport number, name and address of employer and name and 
telephone number of the person who signed the offer of employment should be 
included in any email (The disclosure of this information is provided for under 
Section 41 of the 2018 Data Protection Act). 


Note that this is not a valid legal reason to refuse the allocation of a PPS Number. 


Driving licences. 

Where a person from outside the EEA comes to the State, they can drive on their 
existing foreign licence for up to 12 months. 

If they wish to apply for a Driver Theory Test, an Irish Driving Licence or Learner 
permit, one of the requirements of the Road Safety Authority (the driver licensing 
agency) is that the person must show evidence of residency entitlement. The 
requirement for this is an Irish Residence permit (formerly GNIB card). 


2.2 


2.3 


Where a person from outside of the EEA states that they require a PPS Number in 
order to apply for a Driver Theory Test, Driving Licence or a Learner Permit, they 
must show that they are entitled to reside in the State by providing their Irish 
Residence permit (formerly GNIB card). 


Since a customer receives one and only one PPS Number during his/her lifetime, it is 
essential that the registration process is carried out in the correct manner. 


PPS Number allocation includes a SAFE registration to SAFE level 2 as part of the 
allocation process, part of which is the capture of a photograph and signature. 

Facial image matching software is then used to compare photographs captured against 
all other photographs held on file. 


Where a child aged 14 to 18 requires a Public Services Card, s/he should be SAFE 
registered, and a PSC issued (this will be marked Under 18). 

The form permitting the SAFE registration to take place should be completed by the 
responsible adult accompanying the child (see SAFE rollout site on STOR). 

If a child aged under 14 requires a PSC, please contact SAFE rollout section. 


The procedures for completing the PPS Number registration process are set out in these 
Guidelines. Appendix 1 contains SAFE2 registration procedures, and Appendix 2 the 8 
Step Guide. Adherence to these should ensure that the right number is allocated to the 

right person, every time. 


The BASIS Search Facility MUST be used in all instances to confirm that a 
number does not already exist for the customer. See Appendix 3 for guidelines on 
the use of the BASIS Search. 


PPS Number Allocation Centres 


Most counties have one PPS Number Allocation Centre (except Cork, Tipperary and 
Westmeath which, for geographic reasons, have 2). Should a person request a PPS 
Number allocation at a Local/Branch Office which does not allocate PPS Numbers he 
or she must be advised a PPS Number Allocation Centre. 

A person should attend his/her nearest PPS Number allocation Centre. The most up-to- 
date list of PPS Number allocation centres may be found here: 


http://www.welfare.ie/en/Pages/Personal-Public-Service-Number-Registration-Centres- 
by-Count.aspx 


Scheme Areas and attendance at PPS Number Allocation Centres 


Where a Scheme Section requires a number for a customer, spouse, partner or child, 
the customer should be advised to attend a PPS Number Allocation Centre and apply for 
a PPS Number in the normal course. 


In exceptional circumstances e.g. where the customer is unable to, or prevented from 
attending due to illness, old age or incapacity, Scheme Sections should exercise care 
before referring the customer to a PPS Number Allocation Centre for a PPS No. In such 


2.4 


2.5 


2.6 


2.7 


cases, the matter should initially be brought to the notice of the line manager and then 
referred to CIS Registration, for direction. (See Appendix 6) 


Irish Nationals 


Most Irish Nationals will already have a PPS Number and, in these cases, it should 
simply be a matter of tracing the number. Irish Nationals born since 1971 should have a 
PPS/RSI number unless they are from Northern Ireland or have worked abroad since 
then. Any customer in insurable employment in Ireland at any time since 1979 should 
already have a PPS Number. 


Applications for Children 


PPS Numbers for Irish born children are allocated on registration of the birth with the 
General Register Office (GRO), provided that at least one parent has an address in the 
State, and the birth is registered within a certain length of time after the birth. 


If the birth is not registered within this time, then a PPS Number will not be allocated 
automatically, and the parent must attend with the child at an allocation centre and 
apply for a PPS Number for the child. 


The form REGIM should be completed for such applications. See Section 4.4. 


Child Benefit Section (CB) does not allocate PPS Numbers as part of the child benefit 
process for children present in the State. 


PPS Numbers for children present in the State (irrespective of nationality) must be 
applied for by the parent/guardian at the appropriate PPS Number Allocation Centre 
before the application for Child Benefit can be processed. 


Applications by Unaccompanied Minors 


Where an unaccompanied minor (a person under 18 years of age) applies in person for a 
PPS Number and there is no evidence of a relationship to a parent or guardian already in 
the country, the case should be referred to TUSLA, the Child and Family Agency. 
Details may be found here: http://www.tusla.ie/, See also Section 4.6. 


A customer awaiting PPS Number (CAP) should be created and the documents 
scanned. No PPS Number should be allocated until cleared by Client Identity 
Services. 


Applications by Non-Residents 


CIS Registration provides a PPS Number allocation Service for non-resident applicants 
who cannot attend at a designated PPS Number Allocation Centre and who need a PPS 
Number for a transaction with a specified body. In addition, some sections of the 
Department (State Pension and Child Benefit) dealing with claims received via e-papers 
or bilateral claim pack may allocate PPS Numbers to those customers. 


Personal applications for PPS Numbers from persons living in Northern Ireland or Great 
Britain but working in the State i.e. frontier workers can have their application for a PPS 
Number processed at the appropriate PPS Number Allocation Centre. 


2.8 


2.9 


Applications by Non-Resident Dependents of EU Resident Customer 


Applications by non-resident dependents of an EU resident customer should be referred 
to CIS Registration. (See Appendix 6). Certain sections in the Social Welfare Services 
Office Sligo allocate PPS numbers to EU resident customers’ dependants where the 
details have been provided by the relevant authority in that country. 


Existing and Duplicate PPS Numbers 


Where an existing PPS Number is traced and where satisfactory proof of identity is 
provided, the applicant can be advised of the number traced. The person should be 
registered to SAFE2 in the normal manner, including the scanning of all documents. 


Where an existing number is traced for a foreign national who states he/she was never 
in the country before, SAFE helpdesk should be contacted before advising the applicant 
of the number traced. (See Appendix 6) 


In all cases where duplicate numbers are traced CIS Data Quality Management section 
should be contacted. (See Appendix 6) 


2.10 Level W Numbers 


In the past married women used their husband’s PPS/RSI number with the letter W 
added to indicate “wife”. While Level W numbers are no longer allocated, existing 
numbers are still valid. 


The Department’s policy is to replace all Level W numbers. Where a customer with a 
Level W number attends an Office and requests that this number is changed for tax or 
other purposes, the customer should be facilitated. Where a Level W number is traced 
in the normal course this should also be changed. Requests for Level W number purges 
should be directed to CIS Data Quality Management section. (See Appendix 6) 


2.11 Adopted persons 


Where a person has been legally adopted, an adoption certificate will give the birth 
details of the person. 

Adoption certificates (Full) are now identical to birth certificates apart from the details 
of the Act under which they are issued. 

Abridged adoption certificates make no mention of the Act under which they are issued, 
and do not show the country of birth. 

This certificate replaces the person’s original birth certificate and will be accepted as the 
person's birth certificate. 


In most cases, an officer will not be aware that the person is adopted. Where a person 
produces a certificate, the certificate should be accepted unless the officer has doubts as 
to its authenticity. No reference to adoption should be made by the officer. 


If a person presents a “short form” birth certificate, and the birth registration details 
cannot be located, this is most likely an adoption certificate and should be accepted 
without questioning the person. The birth surname of the mother can be asked for and 
the county of birth. 


Where a person states that s/he is adopted and produces a birth certificate, this is likely 
to be an adoption certificate and should be accepted as such. 


Where a person was adopted prior to 1999, the adoptive mother’s birth surname was not 
recorded. Where there is no entry for the adoptive mother’s birth surname, the person 
should be asked for this. 


Where the country of birth is listed as Ireland, the person should be asked as to what 
county should be recorded as place of birth. This will usually be the county of residence 


of the adoptive parents at the time of adoption. 


All documents presented must be scanned in. If there is a doubt as to whether 
SAFE 2 requirements have been met, the case should be referred on to CIS. 


Please see Appendix 15 for examples of the current adoption certificates. 


Please be aware that there are earlier versions of adoption certificates that may be 
presented. 
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3.2 


3.3 


3.4 


Documents NOT ACCEPTABLE include; 


short form of birth certificate (but be aware that some former adoption certs 
resemble these); 

Baptismal! Certificates; 

employment ID Cards; 

ML10 forms; 

Garda Age cards; 

UK provisional licences; 

expired documents (but they may be acceptable as secondary ID); 

(Irish and UK passports, expired within the last 12 months, may be accepted). 
photocopies of documents; However, please note that Asylum seekers will present a 
photocopy of their ASY1 form as the original is retained. 


Employment Permits 


Employment Permit status has no bearing on whether a non-EEA national should be 
allocated a PPS Number. An Employment Permit is simply an item of supporting 
documentation, which certain applicants may have. 


Address Documents 


The document submitted, as evidence of address, must show the customer’s name and 
address and can be any one of the following: 


a household utility bill 

an official letter/document, 

financial statement, 

property lease or tenancy agreement, 

confirmation of address by a third party such as a school principal/administrator, 
accommodation/property owner* or manager. 


An original household bill plus a note from the bill holder confirming residency at the 
bill address is acceptable. This note can be written on the bill itself. 


Where a person who is married, in a civil partnership or co-habiting with his or her 
partner cannot produce evidence of address in his/her own name (i.e. has no bills etc. in 
his/her own name), evidence in the name of the spouse/partner is acceptable unless there 
is any reason for doubt. The relationship link should be set up on the system. 


Where a person requires a PPS Number in order to take up employment (i.e. register 
with the Revenue Commissioners) and wishes to use the employer’s address, the PSC 
may be sent to that address. In such cases, the applicant should be fully advised that any 
letters or correspondence from the Department will issue to that nominated address. The 
applicant should also be advised to notify the Department of any address change 
thereafter. 


Where an employer is providing accommodation for a person who is taking up 
employment with that employer, a note to that effect on the company’s headed paper 
with the employee’s details may be accepted. 
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Where an employer certifies the address at which the person is living, that may also be 
accepted. 

In such instances staff should ensure and confirm that the employer concerned is a bona 
fide employer and registered as an employer with Revenue. 


Temporary Addresses and Out of State Addresses 


Applicants coming here from abroad will generally have temporary addresses (e.g. 
B&B, Hostel etc.) and will therefore not have utility bills but should be able to produce 
one of the other address items listed. Where a person not normally resident in the State 
presents for PPS Number allocation, and satisfies the ID and reason for a PPS Number 
requirement, allocation may proceed. 


In certain circumstances an applicant’s address may be outside the state, i.e. Northern 
Ireland or even Great Britain (e.g. employees of Ferry companies, Airlines, Travelling 
Circuses and Funfairs, visiting artists, actors and musicians, persons commuting to work 
from NI, etc.). Evidence of these addresses (which may be a company address) is 
acceptable once the circumstances are known. 


Where the address is outside of the island of Ireland, the option to print a CR87c locally 
should be used and the notification issued manually. 


Citizens of the United Kingdom 


U.K. citizens travelling between Great Britain/Northern Ireland and the Republic of 
freland do not require a passport, travel or identity documents. However, they must still 
produce photographic ID when applying for a PPS Number, which must be either a 
driving licence or a Passport. This requirement may be waived for persons aged under 
18 attending for PPS Number allocation with a parent, where there is evidence of the 
parental link via a UK birth certificate where the name of the parent on the birth 
certificate matches the name on the parent’s passport or driving licence. 


Citizens of The European Economic Area (EEA) 


The EEA consists of the European Union along with Iceland, Liechtenstein, Norway 
and Switzerland. EEA nationals, (excluding Irish citizens), must have a passport or a 
national ID card. UK citizens may present either a passport, or a driving licence and 
birth certificate. 


3.8 Citizens of Non-EEA countries 
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Non-EEA nationals must have a current valid passport or current valid 1951 Travel 
Document (However, see Section 4.5 for Asylum Seekers). 


Document Retention 


Under the provisions of the Social Welfare and Pensions Act 2007 the Department can 
retain, for checking, documents including a passport, visa, identity card, driving licence, 
birth certificate or marriage certificate or any other document establishing a person's 
identity or nationality. 

The relevant extract of the Act is attached at Appendix 5. 


Where documents are held a receipt in accordance with Appendix 5 should be 
furnished to the customer and the documents should only be returned when s/he calls in 
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person to collect them. 


COMPLETION OF REG 1 FORM 
Introduction 


Where all required documents are presented and where no number is traced, take the 
identity documents from the customer and give the customer the REGI Form for 
completion (the customer should be able to complete the form without referencing 
the identity document). An examination of the supporting documents should be 
undertaken. The completed REGI form should be checked against the Identity 
documents. Any differences may raise suspicions about the identity of the customer. 


The customer must sign the REGI Form and the actual signing of it must be witnessed 
by the officer carrying out the SAFE registration. Should a customer not complete a 
REG1, a CAP must be completed on BOMi (see 5.2), the documents scanned on, and a 
case note added. Should the person present again, these details will be available to the 
officer dealing with the case at that time. 


Completion of the REGI Form, which contains Public Service Identity Data, is 
obligatory and must be completed in all cases before a PPS Number can be allocated. 
As the concept of “Mother’s Birth Surname” may not be readily understood by some 
customers it should, where necessary, be explained to them. (The translated version of 
the questionnaires in the customer’s own language can be used for this purpose). 


All entries on the REG] Form should be clear and legible, entered in their correct place 
and verified with the supporting documentation. The REG] Form and all supporting 
documentation must be scanned as part of the SAFE2 registration. The REG] Form is 


available for printing here: https://divisions/sites/cis/Pages/Default.aspx 


Language Questionnaire and Interpretation Service 


All customers should themselves complete the English (or Irish) version of the REG! 
Form but assistance may be given if necessary. 


To facilitate an understanding of the REG! Form, and as a control measure, the 
customer should be offered the Language Questionnaire (where available) in his/her 
own language. This questionnaire should be completed unaided by the applicant at the 
counter and checked (by the staff member) for inconsistencies against the English 
translation held in the office. 


https://divisions/sites/CIS/Documents/Forms/Folderless%20View.aspx?RootFolder=%2 
Fsites%2FC1IS%2FDocuments™%2FCustomer%20Supports’o20and%20Services%2F Cus 
tomer™%20identity ‘Questionnaires%20in%2 0several&o20languages& FolderC TID=0 
x010100E33 10837DFD8C54A8324 109629AB2395& View=%7 BD9A 1041C%2D2F98 
%21D49L9%2D824A%2D12C8C179170F%7D 


Where customers appear to have difficulty understanding/completing the questionnaire 

or REG] Form in their own native language, they should be subject to further checking. 
However, please note that some countries have minority groups who may not speak the 
official language of the country. 


An Interpretation Service is also available by contacting the Regional Support Unit (See 
Section 1.2) 


4.3 EU Reference Numbers 
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Where a customer has an EU Reference Number (Social Security, Insurance/ 
Registration Number/ Personal Code) it should, if possible, be obtained. The number, 
where obtained, should be recorded on the REGI Form and entered onto the system. 
The absence of this number does not in itself prevent the allocation of a PPS Number. 
See Appendix 4 for examples of EU numbers. 


Child Applications -REG1M Form 


Where a PPS Number is required for a child, a REGIM Form must be completed by the 
parent, foster parent, guardian or school’s representative (for children attending 
educational institutions), in respect of the child. In all cases, the child must attend with 
the responsible adult so that the identity may be checked against the documents 
provided. The REGIM form is available for printing here: 


https://divisions/sites/cis/Pages/Detault.aspx 


The parent, foster parent, guardian or school’s representative’s details should be entered 
on Part 2 at sections 15-22. 


The parent, foster parent, guardian or school’s representative must provide his or her 
own PPS Number, and evidence of his/her relationship with the child. 

Where the child is claimed to be a citizen of the EEA, the child’s own Passport or 
National Identity card must be presented. 


If the child is claimed to be a citizen of a country outside of the EEA, the child’s own 
passport must be presented. Where the identity documents are not presented, the case 
must be referred to Tusla, the Child and Family Agency: http://www.tusla.te/ 


The parent, foster parent, guardian or school’s representative must provide documentary 
evidence of the relationship between him/her and the child, and this evidence must be 
scanned on to BOMi. 

Where the relationship ts that of a parent, a copy of the birth certificate must be 
provided. If there is any doubt as to the details on the birth certificate, or its validity, it 
should be sent for translation. 

If that of a guardian, legal documents verifying this must be presented. 

If a school’s representative, evidence of enrolment must be provided. 

Foster parents must present correspondence as evidence of the foster arrangement. 


Where doubt arises, further inquiries/documentary evidence may be necessary and may 
require the assistance of Tusla. 


It is necessary for the parent, foster parent, guardian or school’s representative to have a 
PPS Number in order for the child to be registered and linked with their data. 

Where none exists, the parent, foster parent, guardian or school’s representative must 
apply in the normal way. 


Local arrangements should be put in place to advise the parent, foster parent, guardian 
or school’s representative of the child’s number, The option to print a CR87c locally 
should be used and the notification issued manually. 

In these cases, the parent may be advised to telephone the CIS phone bank after 2 days 
have elapsed on 1890 927 999 or (071) 967 2616. 


See Appendix 12 for process details. 


4.5 Asylum seekers and Program Refugees 


An asylum seeker is a person who arrives in the State seeking recognition as a 
refugee under the terms of the 1951 Convention relating to the Status of 

Refugees as defined in Section 2 of the Refugee Act, 1996, as amended. If they are 
successful in their asylum application, they then become refugees. 


Any person who seeks asylum is required to complete an application form (IPF1) and 
return it to the Department of Justice, Equality and Law Reform, and a copy of this 
form, duly witnessed, is returned to the applicant. Asylum seekers must attend the PPS 
Number allocation centre for the county in which they reside. 


A program refugee is a person who has, prior to arriving into the State, been given 
refugee status. Such persons will have evidence of this from the Department of Justice, 
and will be able to produce this. They are entitled to take up work and/or benefits. 


Identity Documents 

Where a person completes an application for asylum they must submit with their 
application any identification documents they had when entering the State. 
These are usually retained by the International Protection Office (IPO). 


On receipt of the application IPO will issue him/her with an [PO Card (Temporary 
Residence Certificate) containing a unique asylum seeker number. 


It is likely that the only document which an asylum seeker will present to the 
officer dealing with the PPS Number allocation will be an IPO card, and it should 
be presented in conjunction with his/her copy of the completed IPF] form. 


A PPS Number must not be allocated to an asylum seeker without the production 
of an IPO card AND the copy of the IPF1 form. (See paragraph 4.6 in relation to 
the aHocation of PPS Numbers to unaccompanied minors). 


However, it should be noted that Asylum Seekers who are aged less than 18 years and 
whose asylum application is dependent on that of their parent will not be issued an [PO 
card or an IPF 1. Their details will be entered on their parent’s IPF1 form. If aged 14 to 
18 a SAFE registration should be carried out. The SAFE registration permission form 
should be completed (see SAFE rollout site on STOR), and the parent’s IPF1 form 
scanned onto their record. 


The person must complete the REG] form, and the completed form must then be 
checked against the details on the IPF1 form. 


The cross-checked details should be used to populate the PSI dataset. (See example of 
IPF1 form and IPO card at Appendix 11). Mother’s birth surname is not included on the 
IPF1 form, so the applicant should be asked to provide that him/herself. 


These customers should be registered to SAFE level 2 and their photograph and 
signature captured as part of the registration process. 


If an asylum seeker presents a passport or travel document, then all pages of the 
document with any entries or visas must be scanned onto the record. 


4.6 
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Following changes made in June 2018, Asylum Seekers who meet certain 
conditions are now allowed to access the labour market. It may happen that an 
Asylum Seeker who had not availed of Direct Provision (supported in the State by 
friends or relatives) may now apply for a PPS Number in order to work. Such 
persons will present a letter from the Department of Justice and Equality 
permitting them to access the Labour Market. See Appendix 16 for an anonymised 
copy of such a letter. The usual requirements for evidence of identity, address and 
offer of employment remain. If no passport is provided, do not bring to SAFE2. 


Unaccompanied Minors 
The following arrangements have been agreed between CIS, Asylum Seekers 
Unit, the Social Work Team for Unaccompanied Minors and the Reception and 


Integration Agency of DJELR: 


- Minors do not have to make an asylum application before applying for a PPS 
Number. 


- A Social Worker will attend the PPS Number allocation centre with the minor and 
make the application for a PPS Number on behalf of the minor. 


- A REGIM form must be completed for each case, signed by the minor and witnessed 
by the Social Worker. The REGIM form is available for printing here: 


https://divisions/sites/cis/Pages/Default.aspx 


- The completed REGIM form should then be sent by the officer to “The Officer in 
Charge, Registration Section, CIS”. The application will be considered, and a PPS 
Number allocated if appropriate. 


Please note that only CIS officers are authorised to allocate PPS Numbers to 
minors who do not have a parent/guardian to whom they can be linked. 
- CIS will notify the Social Worker of the PPS Number. 


Repatriation cases 
People present to Homeless unit or New Communities unit in Dublin or other unit 
requesting repatriation to their home country. In order to process a repatriation request, 
a PPS Number is required. Most of these customers will already have been allocated a 
PPS Number. 

Should someone present without a PPS Number, where such a person has a passport, 
EU national ID card, or UK photo driving licence, they must attend a PPS Number 
allocation centre and have one allocated. 

Repatriation cases may also present without any acceptable photo ID. For such cases 
only, the officer dealing with the repatriation request will complete a REG! form, using 
that officer’s unit's address and complete a cover letter (see Appendix 13). The REGI 
form is available here: https://divisions/sites/cis/Pages/Default.aspx 


The person will then attend the relevant PPS Number allocation centre, present the 
completed REGI and cover letter. The person’s photograph and signature will be 
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captured, a PPS Number allocated, and the person registered to SAFE1 and the REG] 
form and any other documents scanned in. No Public Services Card will issue. 
SYSTEM UPDATE and CUSTOMER NOTIFICATION 


System Data Input 


The data input process should only commence when the identity of the customer is 
satisfactorily determined (see part 6 — Identity Management and Control). 

Input must never commence pending the supply of any supporting documentation or 
pending validation of documents sent for further examination. 


See Appendix 1 for details of the process. 


If the Officer notices that they have input information incorrectly, this can be updated 
on the “Customer Awaiting PPSN” screen, To do this (for most fields) the Officer 
needs to right click (RC) on the grey bar and left click (LC) on update and LC on the 
field to be updated. The exceptions to this are the address and the telephone number. 
Neither can be amended but must be re-recorded using the New Address/New 
Telephone Number option(s) on the grey bar menu.” 


Staff must not correct an error by re-registering the customer. This can produce two 
records, two PPS Numbers. Where notification is received advising that the allocation 
task of the previous night did not run, staff must not re-register the cases unless 
specifically asked to do so. 


BOMi -- Create Customer awaiting PPS Number 


The “Create Customer Awaiting PPSN” option on BOM is used to allocate a PPS 
Number. This option is accessed by right clicking on the Customer Object and left 
clicking on “Create Customer Awaiting PPSN”. (See Appendix 1) 


Certain fields on the Create Customer awaiting PPSN are mandatory, and details must 
be entered in these fields. The system will not permit the saving of application if 
required fields are not completed. Holding the mouse cursor over the Save button will 
display details of any non-completed compulsory fields. 


However, other non-mandatory details such as birth surname should always be sought 
from the customer and entered on screen. 


Note: In PPS Number applications, nationality should be recorded as per country 
issuing the passport/ID card except for customers holding UK or Irish passports born in 
Northern Ireland who may choose UK or Irish nationality. 


Having completed and saved the “Create Customer awaiting PPSN”, the SAFE 
registration process should now begin (See Appendix 1) 


Customer Notification 


Following allocation of a PPS Number, the applicant will receive his/her Public 
Services Card, showing the PPS Number, within five working days, to the address 
provided by the customer on the Form REG] at the time of registration. 
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Inputting the incorrect name and address will result in non-delivery and/or queries. 
Care should be taken to enter the address completely and accurately with the apartment 
or house number always included. 


In the case of customers from Northern Ireland it is necessary, for technical reasons, to 
enter the country as Ireland and not N.I. or Northern Ireland. 


Officers should not give out the PPS Number over the telephone where it has been 
recently allocated (within two months). Customers should be advised to wait for 
the Public Services Card to be delivered. 


Customers should NOT be advised to telephone the Department to obtain his/her 
PPS Number. However, see Section 4.4 for PPS Number allocations for children. 


Proof of Address Requests 
The Department cannot provide an address confirmation service. 


Where the customer persists they should be given a copy of the notice at Appendix 7. 


Management and Storage of Completed REG1I Forms: 


As all PPS Number allocations are now carried out on BOMi, the REGI and supporting 
documents must be scanned onto the customer’s record. 

Once the officer has verified that the REGI form has been successfully scanned, 
there is no requirement to retain it. 
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IDENTITY MANAGEMENT AND CONTROL 


General 


In general, an application for a PPS Number should only be refused if there is evidence 
of identity (ID) fraud or if the customer has not shown a need for a PPS Number to be 
allocated or if a doubt has arisen in relation to other information supplied (e.g. address). 
CIS Control should only be contacted, on a particular case, after the 8 Step Guide to the 
PPS Number registration (see Appendix 2) has been followed. 


Where the relationship between a minor and the adult who is to be linked with the child 
has not been adequately proved, a PPS Number should not be allocated and CIS control 
should be contacted. 


The detection of identity fraud rarely begins with the passport or ID presented. It is 
more often the behaviour of the customer and his/her helpers/friends/interpreters. The 
ID documents presented should be vigorously examined in cases where the customer’s 
behaviour and demeanour is suspicious. 


The REGI Form should be examined for inconsistencies. The documents involved 
should be checked by reference to the most recent information and to the Identity 
Documents Examination Manual held locally. Particular attention should be paid to 
Document Fraud Alerts issued from time to time by CIS Control. These notices will 
highlight particular suspect document areas and should be kept with the Identity 
Documents Examination Manual for reference. 


Invalid Identity Documents 


A number of national databases of invalid identity documents are available on the 
Internet. (See Appendix 6) It should be remembered, however, that documents only 
appear on these sites when they have been reported lost or stolen to the authorities. 


The type of immigration stamp on a passport is not a factor in the allocation of a PPS 
Number but the absence of an immigration stamp where one would normally be 
expected (i.e. on anon-EEA passport) prompts a closer examination of the document. 


Document Referral and Retention 


Documents furnished in support of PPS Number applications are valuable to the 
customer and great care should be taken with them. They should only be accessible to 
the person dealing with the case or his/her immediate supervisor and should be held in a 
locked/secure area if retained overnight. 


Should staff have concerns about an application, it should be registered in the normal 
manner, including the capture of the customer’s photograph and signature, but a PPS 
Number should NOT be requested. This will create a temporary case on BOMi pending 
the outcome of enquiries. 


Where staff require assistance, having followed the 8 step guide, they should contact 
CIS Control (See Appendix 6) for direction and advice while the customer is stil] in the 
office. In many cases CIS Control may be able to give an opinion on the validity of 
documents over the phone. 


Should a doubt arise as to the validity or otherwise of any document presented, Soctal 
Welfare legislation permits the retention of such documents for up to 21 days for 
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examination (See Appendix 5). A “Customer awaiting PPSN” should be created and 
the photograph and signature captured. The documents should be retained and the 
receipt issued. 


Documents requiring further examination by CIS Control should be sent by registered 
post, with a covering note explaining the circumstances of the case. The covering note 
should clearly indicate the office sending the document(s) and should contain a brief 
description and observations on the case. 


N.B. Staff should not contact an Embassy or Foreign Consulate about a document 
directly, CIS Control will make contact if necessary. 


Where documents are sent to CIS Control, the customer should be informed that they 
will be held pending a decision on the application. 


Where examined documents are being returned to the customer, the Document 
Retention Receipt, included in Appendix 5, should be endorsed by both staff and the 
customer to confirm that the documents have been returned. 

Documents found to be false or compromised should not be returned to the customer. 
The line manager/supervisor should be advised of any suspect documents and further 
direction and assistance may be sought from CIS Control. 


Role of Social Welfare Inspectors 


Social Welfare Inspectors are empowered to investigate and report on any application 
fora PPS Number. Social Welfare Inspectors also have a role in the allocation of PPS 
Numbers for children where enquiries need to be made to establish the relationship 
between the applicant and the child/children (but see also Section 4.4). 


Identity Theft 


CIS Control] should be contacted for advice and direction where a customer advises that 
he/she believes that someone else is using their PPS Number. 


Applications from Relatives and Friends 


It is very important that staff are aware that they should not process applications 
from their relatives and friends but should arrange for another officer to handle the 


registration. 


Offences 


The offences relating to PPS Number application documents are contained in Appendix 
5. 


7. PUBLIC SERVICES CARDS 


7.1 Ordering Public Services Cards 
Public Services Cards (PSCs) are normally requested as part of the SAFE registration 
leading to the allocation of a PPS Number. 

7.2 Replacing Public Services Cards 


e Ifthe PSC does not swipe at the Post Office (PO), once the PO is satisfied it is the 


correct customer they should manually key in the number and allow the payment to 
proceed. 


e The customer should be informed, by the PO or the scheme area if the customer makes 


contact with same, to contact the number on the back of the PSC (1890837000) to 
report the card not working. 


e The card will be revoked and a new card requested. The customer should be informed 
to hold onto the origina! card if available (as an ID card) until they receive the new 
card, Once they receive the new card the original PSC is to be returned to PO BOX 
19, Carrick On Shannon, Co Leitrim 


Φ Ifacustomer presents at an office of the Department to report the PSC faulty or lost, 
the office can 


o revoke the PSC using the appropriate revocation code e.g. faulty Magstrip, 
Lost, Stolen, Destroyed. 


© request a new PSC ensuring the Expiry date is updated to the expiry date of the 
original PSC 


o Issue a temporary card to customer (if the original PSC isn’t available e.g. lost) 


o Return the damaged PSC to CIS card management section with a cover note 
giving the reason. 


73 Replacing Social Services Card (SSC) 


Should issues arise with a SSC, best practice is to arrange the SAFE registration of the 
customer and the issue of a Public Services Card. 


In general SSCs should not be re-ordered. 
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DATA PROTECTION - THIRD PARTY REQUESTS 


Data Protection Guidelines 


Management and staff should be familiar with the “Data Protection Guidelines” 
available on the STOR page of the Business Information Protection Unit here: 
https://divisions/sites/BISU/ layouts/15/WopiFrame.aspx?sourcedoc=/sites/BISU/Docu 


ments/Guidelines/Data%20Protection%20Guidelines.doc&action=default& De faultltem 


Open=| 

in general, a customer can be advised of his/her PPS Number following a BASIS 
Search, provided the date of birth and mother’s birth surname given by the customer 
match the system details. 


Third Party Requests 


PPS Number details may only be given to a third party or spouse/partner in exceptional 
circumstances. These exceptional circumstances usually occur in cases where a 
number is required for Social Protection or Health Executive Service purposes, by a 
relative acting on behalf of persons incapacitated through mental or physical illness, and 
who are unable to attend the office. 


Should a request be received from a third party claiming to act on behalf of a person, 
e.g. solicitor, family member, this should be made in writing and a letter of 
authorisation, signed by the person, granting him/her permission to request a PPS 
Number, should be provided. 


In all instances, staff must be satisfied as to the identity of the third party or 
spouse/partner requesting PPS Number details. 


Parent/Guardian Requests 


Where a parent/guardian attends in person and asks for the details of his/her child’s 
(under 18 years) PPS Number (generally for health/ education purposes), there should 
be no need to request ID documents for the children once the customer has proven 
his/her own identity and the children’s details given can be verified on the system. 
Either parent can request their children’s numbers but care must be taken that a 
relationship exists between the applicant and the children. In cases of doubt, the 
children’s ID documents should be sought. 


Phone Requests 


On occasions a customer will contact an office seeking to trace a PPS Number for 
him/herself or his/her children. The number may be given over the phone where the 
officer is satisfied as to the bona fides of the caller, i.e. where s/he gives personal 
information which corresponds to that on the system (e.g. date of birth, mother’s birth 
surname, address. PPS Number etc.). The customer, however, may be recorded with a 
former address or under a different surname. In cases of doubt, the customer should be 
asked to call to the office with proof of identity. 

Note that recently allocated PPS Numbers (within 2 months) should not be 
provided over the telephone as notification of the number and a PSC will have 
issued to the address provided at time of registration. In such cases the customer 
must be referred back to the PPS Number allocation centre. 


8.5 Persons Resident Abroad 


Requests for PPS Numbers on behalf of persons who are resident abroad should be 
referred to CIS Registration, where procedures are in place for dealing with such cases. 
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SAFE 0 to 2 Procedures 


Ask customer for documents — ID and evidence of Address. 
Give customer forms to complete as per current procedures. 


Check Documents — CIS Guidelines. If necessary, escalate to SAFE Supervisor. SAFE 
Supervisor will decide if need to escalate to CIS. 


If customer was born in the Republic of Ireland check long form birth certificate or GRO. 
Do Basis Search. 

if customer already has a PPS Number give them the details and do a SAFE Promotion. 
if customer does not have a PPS Number Create Customer Awaiting PPSN. 

Tick “Request PPSN” box. 

Enter all personal details from the documents presented NOT the REG1 form. 

If the customer’s spouse/partner already has a PPS number create the relationship link. 
Once you have entered all personal details, Save. 


Add Alternate IDs, e.g. National Insurance numbers of other EU countries where the 
customer has worked. 


Note the ID allocated to the Customer on the REG1 form. 
Ensure sufficient documentation presented to proceed with SAFE promotion. 
Open SAFE Promotion screen. 


Capture Photo — remove all glasses — ensure acceptable. If non-compliant - escalate to 
SAFE Supervisor. 


Capture signature. 
Complete Supporting Documents Dropdowns on screen. 
Scan documents -- Supporting Documents provided & REG1 form. 


Explain to customer the purpose of having security questions and the importance of 
remembering the answers given. 


Ask security questions — insert answers. 


In the tick boxes provided you must verify that you have completed each stage in the 
process. 


Save & Close SAFE Promotion. 


If the customer’s spouse/partner is also being allocated a PPS no. the relationship link 
must be created the following day. 


Creating Customer Awaiting PPSN & 


Promotion to SAFE Level 2 


Once a Basis Search has been carried out and you are satisfied that the Customer does not 
have a PPS No. 


RC on Customer 
LC on “Create Customer Awaiting 
PPSN” 


ElfeBelle Cinders Control (New) 
fem ."Recorded Actions 


Ε —¥eAltemate iDs 


} Customer 


Click this check box 
to request a PPSN 


x 
New 
03/05/2012 
O3/05/20 12 
Ms 

Chetd First Name: Belle Cinders 
Cher Surname: Control 

Chent Sultix: Suffix Format 
PAFemale 


kg! Passport 
Place Of Barth: Tirnbuktu 
Coumry Of Birtix Mak 
Mothers Birth Suenaine: Beast 

Bath Surnane: Ella 


WSingie 


Dom Vet Soumce: Marnage Venficaton Source 
Date ΟΥ Death: 

Dod Ver Sow ce: Death Verification Source 

Retated Customer: | Customer 

Relationship Of Existing Customer To Tis Person = Relationship Type 

89 Houselotd Ackkeas Of Related Custorner: 

Address: (Use meny action to add Address) 
{Use menu action te add Telephone) 


(sae ΚΠ ὙΤ ΓΞ 


Fill in each of the relevant free text boxes and dropdowns, Name, DOB, etc. 


Make sure to use the correct details and spellings taken from the documents presented 
not the REG1 form. The Request PPSN box MUST be ticked. 


Detaiis on how to create a Relationship link are at Appendix 8. 
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To add in an address and phone number RC the grey bar at the top and LC on New address 
or New Telephone Number 


Save 
ElafeBolte Cinders Control (Ne New Sthemeé Case... ! : |] Customer 

ΚΡ Αὐευσαὶ ἑῶλως NX 

| —‘BeAltemata !Ds New Telephone Number. . 

— {£Customer Cases Update »: 
Quarantine > address and phone number 
Cormunications ’ 
Withdraw Application 
Add Scanned Correspondence Ontro 


Safe Promotion 
haa ΣΟ. Suffix Format 


Seve Incompiste Pair emale 
Date Of Batic: 
Dob Vet Somce: τ Passport 
Timbuktu 
Mali 
Mothers Bath Surname: Beast 
Bitty Sia name: Flla 
Civ Status: BWSingle 
Date Of Maetiage: ; : 
Doin Ver Source: Marnage Verification Source ~ 
Date Of Death: 
Doi Ver Sowce: Death Venfication Source 
Related Customer: | Customer 
Relationsiup Of Existing Customer To ThisPerson: Relationship Type 
Use Household Ackkess Of Related Customer: 
(Use menu action to add Address) 
(Use menu action to add Telephone) 


When you have completed the address/telephone number LC OK and it will update the 
CustomerAwaitingPPSN object 


Hew Ache eas ; 

ge Bete Cinders (οι οἱ (Hew! 

Line t; COG McGourty cris He Balle Cinders Control (New! 
Le 2; OSPF Shannon Lodge County Code: 353 


Line 5: Carnck On Shannon 
Comey: = County 
Cammy: = Ireland 


Lox] Ccancet ] 


When all the data fields have been fully completed and checked, LC save on the bottom and 
request PPS No will be completed. 


Uae Housetiold Adar eas Of Related ΓΦ: 
Ach 935: COG MeGouny CIS Ὁ 
: (Use menu acta 
LC save 
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On the top of the CustomerAwaitingPPSN object you wil! see it now has an ID number 
number should be written on the REG1 and used if you need to retrieve that Customer 


before a PPS No has been allocated. 
7 eg New Id Number 
Ια: y 4 


Ομ βίοι ποι: | Customer 
Request Ppsn: ἘΝ 
State: Pending 


Date Requested: 03/05/2012 


- ~~ γι EN ἡ 


If the Customer has an EU or UK Insurance No. to be recorded, it can be added as an 
Alternate !D at this point. To do this: 


RC the grey bar up top and select Add Alternate ID 


Complete the details and LC OK. 


He Bebe Crnters Contrel, (Pending) Ὁ 

ARemateDtype: :  Allemate DO Type τ 

kherdifies: ARM 

MenseDsowce: HAS 516 1 Source 
PBNK 


eae CO 


Save incompiete Dates ZO UKN 
Sex: 
Pista (Μ᾽ Pee tty 
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. This 


To SAFE promote the customer, RC the grey bar and LC Safe Promotion 


4 Recorded Actions 
-- ie Altemate | Ds 
Me Activities 

--é% Customer Cases 


New Schame Case... 
i; Relate Customer... 
" New Address... 
New Telephone Number... 
Who Updated This Object Last 
Update 
Quarantine 
Communications 
Withdraw Apptication 
Request PPSN 
Add Scanned Correspondence 
Sate Pramation 
Add Alternate ID... 
Save Incomplete 


Id 

Customer: 
Request Ppsm: 
State: 

Date Requested: 
Date Of Receipt: 
Cliert Title: 

Cliert First Natne: 
Cllere Surname: 
Client Suffix: 
Sex: 

Date Of Birth: 
Dob Ver Source: 
Place Of Binh: 
Country ΟἹ Birth: 
Mothers Birth Surname: 
Binh Surname: 
Civil Status: 

Date Of Martiage: 
Doin Vel Source: 
Date Of Death: 
Dod Ver Source: 
Related Customer: 


Relationship Of Existing Customer To This Person: 


Use Household Address Of Retated Customer: 


[- ifs 
ΓΊΓΙΓΙ 


| Customer 
Temporary 
27/07/2012 
27/07/2012 
Fr 
John 
Smith 

Sufttx F ormat 
ea Male 


Agr dasspornt 


Dublin 
@irciand 


WB Single 
Marriage Verification Source 
Death Verification Source 


| Customer 
Relationship Type 


{Use menu action to add Telepn¢ 


Safe Promotion 
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To take the photo RC the grey bar on top and LC Photo then LC Capture Photo 


UNSAVED SafePromotionProcess 
EC) Se Mickey Mouse Cortrot, 
eCheck Lists 
ἔθος ie Documents 


The Photo Object will open 


εἰ! SAFE 
--- — 


Registration Photo Capture V2.1 


PPnoto S| Capture Proto 
- Signature 
Voice 


LUipdate Verfied PSi Cats Set 

Add Scanned Correspondence 

By Pasa Documentation Validation... | 
Save i 
Who Undated This Object Last 
Add identty Document... i 


>| 

>| 

Verity PSs Date Set >| 
ri 

| 


Mothers Birth Surname: 
Household Address: 
Nationasty: 

Birth Surname: 
Supporting Documentt: 
Sumperting Document2: 
Supporting Documents: 
Security Question: 
Securtty Answert: 
Securmty Question?: 
Securty Anewer?2: 
Photo: 

Witten Signature: 
Voice Biometric: 
Created On: 

Expires On: 
Customer Details Verified. 


Supporting Documents Verified. 


Customers Photo Verified. 


Customers Signature Verified 


ΣᾺ Mickey Mouse Control, 
Customer 

~~ Level 1 

Νδ Mickey Mouse Control 

Ga Male 

E109/02/1960 Verified 

(Ὡ 

Minnie 

"a Jmcdeonnell Cis Dsp 

@ ireland 


Supporting Document Type 
Supporting Document Type 
Supporting Document Type 
Security Question 


Security Question 


tPhoto 

Written Signature 

Voice Biometric 
1O/O5/2012 
10/05/2019 


Mobdée Certification Terma And Conditions Signed: 


Password: 
Request PSC Card: 


By Pass Documentabon Vasdation Reason: 


System Checks Complete: 


By Pass Supporting Occumenation Reason 


After clicking Start, this 
application will attempt to 
capture a compliant image 

and display it here. 


After you have verified the 
image as compliant, either 
Accept the image or click 

Start again to re-capture. 


lf issues are detected in 
automatically capturing a 
compliant image, a Take 
button will be made 
available for manual control. 
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LC on “START” and the live image of the customer will appear in the window on the left hand 
side as shown below. 


τῷ SAFE Registration Photo Capture V2.1 


After clicking Start, this 
application will attempt to 
capture a compliant image 

and display it here. 


After you have verified the 
image as compliant, either 
Accept the image or click 

Start again to re-capture. 


lf issues are detected in 
automaticaily capturing a 
compliant image, a Take 
button will be made 
available for manual control. 


Position the customer centrally in the camera view and advise them to face the camera and 
keep their mouth closed. If the customer is too far from the webcam the officer shouid 
reposition him/her closer to the camera. The customer should be abie to touch the camera 
without leaning forward. 


Eyes Frontal Measurement — looking directly at the camera lens does not always result in 
Eyes Frontal compliance and, in many cases, looking slightly below the lens (towards the red 
illuminated circie/Logitech symbol on the webcam) can give better results. 
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The software will AUTOMATICALLY take a picture of the customer. This will take a few 
seconds and, in some cases, may take up to 30 seconds. The cropped image will appear in 
the window on the right hand side as shown below: 


aii SAFE Registration Photo Capture V2.1 


é 


START > Ὁ 


If the captured image is acceptable LC “Accept Compliant Image” 


3] 


Non-Compliant Images 


Occasionally the software will not be able to automatically capture a compliant image and in 
this case the “START” button will be replaced by a “TAKE” button. (after approx 30 seconds 
has elapsed). This is shown below: 


QeeTSAFE Registration Photo Cayture VE a ς: | ——— io le 


After clicking Start, this 
application will attempt to 
capture a compliant image 

and display it here. 


After you have verified the 
image as compliant, either 
Accept the image or click 

Start again to re-capture. 


If issues are detected in 


automatically capturing a 
compliant image, a Take 
button will be made 
available for manual control. 


32 


LC the “TAKE” button and this will capture an image as shown below: 


This may turn out to be a compliant image but in most cases the image will be non- 
compliant. 


If the non-compliant image is acceptable the SAFE Officer then accepts the image by LC on 
“Accept NON-Compliant Image” as shown above. 


For non-compliant images a supervisor must carry out the “Verify Non-Compliant Image” 
function. 
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To capture the Customers Signature RC the grey bar at the Top, LC Signature and LC 
Capture Signature 


— — Photo > «--...................κ...... cocmcmn © -. se 
[signature a Capture Signature | Mickey Mouse Control, 
Voice >. 


Verity PSI Data Set ᾿: ae : 


Update Vertfied PSi Data Sat ν᾽ P Level 1 
Mi Mickey Mouse Control 


Add Scanned Correspondence | 
By Pass Documentation Vatidalion... Male 

oe | €2)09/02/1960 Venfied 
Who Updated This Object Last | 


(Ω 


Mothers Birth Sumame: Minnie 

Household! Address: "g Jmcdonnell Cis Dsp 
Nationality: @ ireland 

Birth Sumame: 

Supporting Document: Supporting Document Type - 
Supporting Document2: Supporting Document Type 
Supporting Document3: Supporting Document Type ἢ 
Security Question1: Secunty Question 

Security Answer: : ; ; 

Security Question2: Secunty Question - 

Securnty Answer?: τος τ 

Photo: i Photo 

Written Signature: Written Signature 

Voice Biometric: Voice Biometric 

Created On: 10/05/2012 

Expires On: 10/05/2019 

Customer Detaiis Verified: 

Supporting Documents Venfied: 

Customers Photo Verified: 

Customers Signature Verified: 
Mobile Certification Terms And Contitions Signed: 
Password. 
Request PSC Card: x 


By Pass Documentation Vaidation Reason: By Pass Supporting Documenation Reason 
System Checks Complete: xX 


The Signature Box will appear. 


If the Signature is ok, LC Accept. If it needs to be re-taken LC on the Re-Capture button. 


Signature Capture Date: Wednesday 26 May 2010 


If, at this stage you wish to SAVE the photograph and signature, tick the Customers Photo 
Verified and Customers Signature Verified boxes and insert your Password. 
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Record the Supporting Documents provided by the Customer by LC on the drop down menu. 


EhafeJohn Smith 
1. -ieCheck Lists 
i... ie Documents 
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{Τ 


Customer: 

Customer Representative: 
Safe Level: 

Usage Name: 


Mothers Birth Surname: 
Nationality: 

Birth Surname: 
Supporting Document: 
Supponing Document 2: 
Supporting Document: 
Securtty Question: 
Securlty Answet 1: 
Secu lty Question2: 
Securhy Answer2: 
Photo: 

WA itten Signatule: 
Vole Biometric: 


Customer Details Verified. 
Supporting Documents Verified: 
Customers Photo Verified: 


) Save {| Save & Close i Diacard j 


Ye John Smith 
Customer 
Level 1 
John Smith 
fai Male 
25/0111982 


@eEngiand 


eee ded eel 


Address on file quoted by customer 
‘> Birth Certificate (Long Form) 


> Driving Licanse 
PGRO 

» immigration Card 

> National ID (non-irish) 
# Other Photo ID 

> Other Proof of Address 


‘_£ Passport 


o> Utility Bill 


‘27/07/2012 


27/07/2022 


To scan the Supporting Documents provided 


RC on the grey bar. 


LC on “Add scanned Correspondence” 


ἔοὶ Michael M Control, 
Customer 


Update Verified PSi Data Set # Level 1 


Ada Scanned Correspondence | M Michael M Control 
Who Updated This Object Last H @Male 
GRO Loomup... bo 


Nid deny Decamen nn” fa Partnership: 16/10/2006 Not Verified 


Very Non Comeiant image... 
VBE eh ae ἐς ἢν ha : Endorat 


"Cog Mcgourty Dept Soc Pro 

@lreiand 

Duck 
Supporting Document Type ο΄ 
Supporting Document Type ~~ 
Supporting Document Type 
Secunty Queston 


Secunity Question 


I Photo 
Whitten Signature 
Voice Biometric 
25/03/2013 
25/03/2020 
Customer Details Verified: od 
Supporting Documents Verified: 
Customers Photo Verified: 
Customers Signature Verified: 
Mobile Certification Terms And Conditions Signed: 
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When the scanning object appears 
LC on the drop down menu 


LC on document type. 


Place the scanned image face side down on the flat bed with the top of the page facing away 
from the feeder end. 


Document dropdown list 


cnet q " οἷ | Scan both sides check box 
ae a> | for multi-page scans 
Single 


Select Document Type and 
Press the Scan Button 


Connected ta HP Scanjet 7500 TWAIN 


A preview of the scanned image will be displayed before it is saved. 
lf the image is ok LC save. 


If the image is scanned incorrectly LC Reset and scan again 
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ao ek ae σαν t %,* Ἐ 


Ὁ ΓΟ" : 
᾿ Ἔς- «. Ὄ et cee 
= ἢ Νὴ ἌΡ a - 
ca - ον ΩΝ ἌΝ ἀν τ 
ον κα ς παν χ a eet pe vt a ne 2 ec ee. Cee aa 
7 τῷ en ee ES 
” et ea = Ἶ ὶ ΩΣ 


Ry os Bice, % 
ἼΞΞΞ Yon 0 


PCUMLOBRIENC < THERESE SKK CCC KKK KEELE EE 
ENVOCOASRAL A! TAPIA TAF TED TAFE CKO KOCK KK KCC KK EEK 


| Connected ta HP Scanjet 7800 TWAIN 


When scanning more than one document on to the same customer record, select Document 
Type, then Scan and Save each one. Once all the necessary documents have been 
scanned LC Finish. 
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Scanning REG1s 


REG1s should be scanned as a Multi-Page Document. 


To do this, select “Multi-Page Document” from the drop down list. Place the document in the 
feeder as opposed to on the scanner bed. 


To scan both sides LC in the “scan both sides” box 
For any multi-page document a title MUST be given to it in the free text description box. 


Place the document in the feeder and press scan as before. 


To scan a single page document for which there is not a suitable title in the drop down list 
this process can also be used. 
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To view a saved scanned image LC and expand “Customer Cases” 
LC and expand the “Maintenance Case” 

LC and expand “Contents” 

RC on the image you want to view and 


LC on “view” 


i_}t jl 
Short Description: Scanned Passport 
\wskmahveimagesiL occalScans\20 129 
ΠῚ Σ FALL 
NINT (Cancel PSC Card) 28/06/2012 
va tonn Egan 
+ [gi 220572012 REG 1 PAGE 1 - ALL Laat Updated By 0: 15071 
+] ind 2200512012 REG 1 PAGE 2 - ALL μοι Data: 28/08/2012 
ΠΕ ὡρ 2806/2012 Scanned Driving License - ALL Sender: | Communication Sender 
ΕΒ} i Ϊ 


ἘΠ ΣΙ 31/08/2012 SAFE level dernote: cee 
Who Updated This Object Last 
Clear assoaatian 
Refresh, 
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Security Questions 


Ask the customer to pick 2 security questions from the list provided. In the two security 
question fields LC the drop down arrow and click on the question they have chosen. Under 
each question LC on the free text line and type in the answer for each of the 2 questions 


ea] Fal 


73 Chent identity Cont 
Customer 
> Level 1 

Clie Identity Contyot 
gaFemale 


Testy 
Mationaaity: @Arngoa 


Birth Sumame: cis 

Supporting Document: >» Buth Cepificate (Long Form) 

Supporting Document2; > Nationa ID (non-tish) 

Supporting Document3: p Ubility ἢ] re. 

Security Question’: Sec Question τ 

Security Answert: J What is the middie name of your oldest chikd? 

Security Guestion2: > What is your favounte spor? 

Security Anwar? > What is your maternal grandmother's birth sumame? | 
Photo: J What is your oldest child's birth month (e g January)?! 


é What primary school did you attend? 


ἘΠῊΝ aneaabs What was the location of your first employment? | 


ῬΘΕΕΒΚΟΝΗΝΣ: What was the make of your first car? 
Created OF #Whal was the sumame of your best chikthood friend? | ! 
Expires On: # What was your childhood nickname? 


Customer Details Vertfied: Where was your first hoiday? | 
Supporting Documents Venfied 

Customers Photo Verified: 

Customers Signature Venfied 

Mobile Certification Terms And Conditions Signed: 
Password 

Request PSC Card: Χ 
System Checks Complete: 


[seve 1| sores cece | [ tecare | 


Security Question1: > What is your favourite sport? ~ 

Security Answert: golf. ΠΥ a - 
Security Question2: PP What we was the make of your first car? in 
Security Answer2: golf ΕΘ ΕΝ 


4] 


When you have taken the photo and signature, checked and inserted or updated the 
customer details, checked the supporting documents, selected them in the drop down lists 
and scanned them on, you must click on the check boxes shown below in order to allow you 


to save the SAFE promotion. 


Birth Surname: Uls 

Supporting Documentt: > Birth Certificate (Long Form) = 

Supporting Document2: > National ID (non-Insh) τ΄ 

Supporting Document3: > utility Bill =~ 

Security Question1: >» What is your favourite sport? ~~ 

Security Answer: GON ΕΑ et ne ᾿ 
Security Question2: > What was the make of your first car? ~ 
Security Answer2: golf. as ee σε, 
Photo: | Photo 

Written Signature: Written Signature 

Voice Biometric: Voice Biometric 

Created On: 24/01/2012 

Expires On: 

Customer Details Verified: | ΘΙ ΕΝ each or ihed 
Supporting Documents Verified: check boxes. If you 
Customers Photo Verified: have clicked it properly 
Customers Signature Verified: it will be filled with an 


X 


Mobile Certification Terms And Conditions Signed: [ ᾿ 
Password: 
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To save the SAFE Promotion, you must put your certificate password in the box below. This 
will finalise the SAFE promotion once you have completed ail the necessary fields. 
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E)§eMickey Mouse Control, 
——-eCheck Lists 
'- —SeDocuments 


Enter password. 


Customer. 
Customer Representative: 
Safe Levet 


Death: 

Mothers Birth Sumame: 
Household Address: 
Nationality: 

Birth Sumame: 
Supporting Documentt: 
Supporting Document2: 
Supporting Documents: 
Security Question: 
Security Answer: 
Security Question2: 
Security Answer: 
Ptroto: 

Written Signature: 


metric: 


LC Save and Close. 


PPQninkgy OCU VENned. 


Customers Photo Verified: 
Customeks Signature Verified: 
Mobée Certifidgtion Terms And Conditions Signed: 


Password: 


Request PSC Can 
By Pass Docurmentafion Vaidation Reason: 
System Checks Complete: 


AA Mickey Mouse Control, 
Customer 

FP Level 1 

M4 Mickey Mouse Control 

Male 

ει 

fie) 

Minnie 

*y Jmcdonnell Cis Dsp 

@ ireland 


Passport ᾿ 
PGRO> 
> Utility Bill 
# What is your favourite sport? 
gof 
# What was the make of your first car? 
polo 
i Photo 
Whitten Signature 
Voice Biometric 
10/05/2042 
10/05/2019 


x 
By Pass Supporting Documenation Reason 


Appendix 2 


8 Step Guide to PPS Number Allocation 


1. Evidence 
-proof of identity and address is presented and sufficient, and need for PPS Number established. 


2. BASIS search 
- does a PPS No. already exist? 


3. PPS Number exists 4. PPS Number doesn’t exist 
if not already at SAFE 2 : - take ID documents and 
Refer for SAFE2 registration issue a REG1 for completion 


5. Review ID documentation 


COUPER BERR RETR EET EPP ee b= semen PEMBROKE 


Does the photo match the person? Can Reg1 be completed without 3rd party assistance? 


: Compare date of issue with the stated age of person-are they consistent? 
: Check digit calculator 


Can applicant complete language questionnaire? 


Do signature and personal details on REG1 
match those on ID documents? 

Check REG? for errors in 

spelling of name, date of birth etc. 


« Consult Document Examination Manual 

: Check documents for evidence of forgery or tampering-Use UV lamp 
: Check relevant websites 

Check “Alerts” ,“Hotlist" and stolen blanks list 


Ensure that signature is witnessed. 


Tee eee eee eee eee 


. 
eee Pee BUS E MEE ERR eee "πενενμα"πωππαπωππππυμπεππππαπυπα κα π πα αι ΓΕ Υ ΤΥ 


6. Everything in order 


9. Problem Cases 8. Carry out PPS Number 


allocation and/or SAFE2 


registration 


: Consult and seek advice from your liné manager 


: Retain identity documentation if considered appropriate 


Issue a receipt for original documentation : SAFE registration process covered in Appendix 1 


: Give copies of retained documentation to the customer = Return original 1D documents 


: Contact CIS Control if necessary. Advise customer that number will issue by post within 7-10 days: 


Appendix 3 


ADVICE ON THE USE OF THE BASIS SEARCH 


A. TRACING A PPS NUMBER 


Basis Search 


A BASIS Search should be carried out by entering as few details as possible in the fields at a 
time. Use the forename first initial, surname first initial and the date of birth of the person. 
Populating too many fields can make the search unsuccessful. 


Following failure to trace a number at the first or second option will require using a number of 
the alternative field options outlined below. 


- First Name and Date of Birth. 

- Surname and Date of Birth. 

- First Line of Address. 

- Surname/First Name and Mother’s Birth Surname. 

- Mother’s Birth Surname and Chient’s Date of Birth. 

- Surname and Street/Road/Town/Townland. 

- Reverse the Surname and First Name where names are unfamiliar. 
- Alternate ID 


B. DEALING WITH SIMILAR OR IDENTICAL INFORMATION 

A Mother’s Birth Surname shown on BOMi can help establish whether the number traced is 
the correct one. This occurs particularly in cases where more than one customer of the same 
name and locality is found or where a customer’s Name or Date of Birth is slightly different 
on BOMi to that quoted. 


It is quite common to trace the correct customer from a former address. 
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Appendix 4 


EXAMPLES OF VARIOUS EUROPEAN SOCIAL SECURITY 
NUMBERS and PERSONAL CODES 


COUNTRY NO. DATE OF BIRTH NAME 

Belgium 66011044467 10/01/66 
DOB in reverse 

Germany 23120366F532 12/03/66 Mr Finn 
DOB with ‘F’ = Initial of Surname 

Italy HYOTMS717242116J 18/08/71 Thomas Hoey 
Letters relate to name 

Spain 28/1045/4665 06/01/72 

Holland 216295737 15/11/69 

Austria 4245050768 01/12/69 

Denmark 1404633119 14/04/69 

France 2670499 1 3693983 07/04/67 


(2 = female, 1 -- male,67 = year of birth_04 ~ month of birth) 


Lithuania 11 digits beginning with 3 or 4 
(3 =Male, 4 = Female) 
(old style passports handwritten on page opposite photograph, new style on 
bio-data page) 
Estonia 11 digits beginning with 3 or 4 
(3 = Male, 4 = Female) 


Poland 11 digits 
(not on old style passports) 
Latvia 11 digits 6-5 
Slovakia 10 digits 6/4 
U.K. Numbers generally start with alphabetical characters, followed by 5/6 


numbers, and finish with a character. 
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Appendix 5 


1. Retention of Documents Provisions 


Under the provisions of Section 262 of the Social Welfare Consolidation Act 2005 as amended by 
the Social Welfare and Pensions Act 2007 the Department may retain documents for checking. 
These include a passport, visa, identity card, driving licence, birth certificate or marriage certificate 
or any other document purporting to establish a person's identity or nationality. The document(s) 
may be held for a reasonable period of time, 1.6. not exceeding 21 days. 


The customer must be informed that the document(s) will be held pending a decision on the 
application. A customer who refuses to allow documents to be held for checking should be 
informed that their application cannot proceed. 


The Department is required to issue a receipt for the retained documents to the customer. 


2. Legislation Extract: 
Section 262(ii) of the SW Consolidation Act 2005 is amended as follows: 
By inserting the following after subsection (3): 


"(3A) An officer of the Minister may retain any document (including a passport, visa, identity card, 
driving licence, birth certificate or marriage certificate or any other document establishing a 
person's nationality or identity), given for any purpose under this Act, for such period as may be 
reasonable which period shall not in any case exceed 21 days. 


(3B) Where a document is retained under subsection (3A) a receipt in the prescribed form shall be 
issued in respect of it to the person concerned.” 


3. Offences: 


Under S32 (b) of the SW Act 2007 it is an offence for a person to make any statement or 
representation, oral or written, which is false or misleading in the PPS Number application process. 
It is also an offence to give or cause to be given any document or information which is known to be 
false or misleading. 


Under 530 of the Criminal Justice (Theft and Fraud) Act, 2001 a false or altered Identity 
document is an instrument of fraud. To present such a document to induce another person to accept 


it as genuine in order to obtain a service (e.g. PPS No, payment etc.) is an offence under 526 & 529 
of this Act. 
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DOCUMENT RETENTION RECEIPT: 


Name of 
Applicant: 


Address: 


For the purposes of establishing your nationality and/or identity the document(s) listed below have 
been retained for a period not exceeding 21 days. 


Reference No. Official 
on document: Stamp 


Birth Certificate 


Passport 


National Identity Card 


Irish Residence permit (formerly GNIB Card) 


IPO Card 


(Card issued by the [nternational Protection Office) 


Other (details required): 


Ι acknowledge the document(s) listed above have been retained in accordance with the provisions of 
the Social Welfare and Pensions Act 2007. 


Applicant's signature Date 
Officer's signature Date /  / 
Offences: 


Under 532 (b) of the SW and Pensions Act 2007 it is an offence for a person to make any 
statement or representation oral or written which is false or misleading in the PPS Number 
application process. It is also an offence to give or cause to be given any document or information 
which is known to be false or misleading. 


Under 830 of the Criminal Justice (Theft and Fraud) Act, 2001 a false or altered Identity 
document is an instrument of fraud. To present such a document to induce another person to accept 
it as genuine in order to obtain a service (e.g. PPS No, payment etc.) is an offence under s26 & s29 
of this Act. 
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Appendix 6 
CIS CONTACT INFORMATION 


CIS Resistration(CISR) 


SWSO, Shannon Lodge, Carrick-on-Shannon, 
Co Leitrim 

41666 41667 41661 41662 

41660 41668 41669 41670 

41671 41663 41664 41658 

41680 41672 41654 41665 

41673 41656 
Phone Bank No: 
Fax Number: 
E-mails 
Enquiries 

by LOs/BOs_ & Reg Centres SECT REG2 


01 7043281 
071 9672554 
CIS@WELFARE.IE 


Social Services Cards 
requests by 

LOs/BOs & Reg Centres SECT_REG3 

CISR provide a Registration Service in probate cases and for 
non-resident applicants who cannot go to a designated office 
and who need a PPS No. for a transaction with a specified 
body while domiciled abroad. 


CIS Control (CISC) 


SWSO, Shannon Lodge, Carrick- 
on-Shannon, Co Leitrim. 
Extn Fax Number: 


41540 071 9672560 
41579 
41542 


CIS Control provides information, 
advice and training on document 
examination including Fraud Alerts, 
Document Manuals and updates. 
Requests for training should be made 
through local managers. 


Queries as to the type of documents 
which are acceptable as evidence of 
identity and the validity of documents 
presented should be directed to CIS 
Control. 


CIS STOR Page https://divisions/sites/cis/Pages/Default.aspx 


Nationality Codes, Language Questionnaires and the REG1 in Irish 


CIS SAFE Rollout 


Public Services Card/ SAFE Helpdesk phone number 41794 


STOR page here: https://divisions/sites/cis/Pages/Default.aspx 


SAFE Rollout provides an advisory service to offices in relation to the SAFE process. 
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Appendix 7 


Proof of Address Requests 


(Extract below may be printed locally on office headed paper):- 


To whom it may concern, 


I wish to advise you that this Department cannot provide an address confirmation service. 


Yours faithfully 
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Appendix 8 
How to create a relationship link on BOMi 


lf the parent/spouse/partner already has a PPS Number, open the PPS Number and minimise on BOMi. 


St Mary Ann Control, 


Create Customer Awaiting PPSN for the child/spouse/partner and input information from documents. 


RC on the grey bar (BEFORE SAVING THE CAP) and LC on Relate Customer 


es ie vienna toe ἢ ΑΝ SE Sgt 2 Ἂν Tag . «ἐξ ἐξ 1 {c= Χ ἢ 
Save ΓΙ 
id: New Scheme Case... | 
[Relate Customer 
Customer: vo 1 Customer 
Request PPSA: Kew Telephone Number... x 
State: Who Updated This ObjectLast | New 
Dats Requestec Update >| 26/02/2015 
Date OF Receipt Suara’ ΠΝ. ἢ) 26/02/2015 
Client Tite: andeaw Application A Miss 
Client Firat Ham Sate Promotion Josephine 
Cent Summame Add Anemate 1D. | Control 
Chlent Sufix: Cee aa Suffix Format °° 
Sex: : ἐ Femate - - 
Date Of Barth: 21/01/2014 
Dob Ver Source: Kg) Long Birth Certificate ᾿ 
Place Of Birth: Leitrim 
Country Of Birth: @ireland ᾿ 
Mothers Birth Surname: Corral 
Birth Surname: Contrat 
αἰνὰ Status: WSingk - 
Date Of Marriage: 
Dom Ver Source: Marriage Verification Source ~ 
Date Of Death: 
Dod Ver Source: Death Verification Source - 
Related Customer: | Customer 


Relationship Of Existing Customer To This Person: Relationship Type 
Use Housetioh Address Of Related Customer, 


Address: (Use menu action to add Address) 
Telephone: (Use menu action to add Telephone) ἃ 
Emait 
Nationality: Country 

ΞΟ - 


Sl Mary Ann Control, 


5 


“ὰ Josephine Control (New) 
iCustomer: | Customer 


RetationshipType: Relationship Type 


26/02/2015. . 
Miss 
Josephine 
Control 

Suffix Format 
@eFemale - 
21/01/2014 
ZI Long Birth Certificate 
Leitrum 
@ireland 
Comtro! 
Control 


WsSingie 
Mamage Venrificabon Source 


Dod Ver Source: Death Verification Source 

Related Customer. i Customer 

Relationship Of Existing Customer To This Person; Relationship Type 

Use Househo Address Of Related Customer. 
(Use menu action to add Address) 
(Use menu action to add Telephone) 


@lreland 


LC the customer with PPS Number (and hold down) then drag the customer and drop into the | 
Customer box. Select relationship type — e.g. Mother of — and LC OK. 


Elvesosephine Control (New) 
μετ τ Recorded Actions : : Fi Mary Ann Controt, 
RetationshpType: HB Mother Of 


26/02/2015 

eMiss "- 
Josephine 

' Suffix Format 
GedFemaie Ὁ 
21/01/2014 

gp} Long Birth Certificate 
Leitrim 

@ ireland 

Control 

Controt 

Wing ᾿ 


Marnage Ventication Source 


Death Venfication Source 
| Customer 
Relationship Of Existing Customer To This Person: Relationship Type 
Use Household Address Of Rotated Customer: 
(Use menu action to add Address) 
{Use menu action to add Telephone) 


@ireland- 
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The system will automatically tick the “Use Household Address of Related Customer” box. It is 
important to be sure that the Household Address is up to date, in line with proof of address provided, on 
the related customer and that country has been specified. If country is blank it should be added to the 
customer's address. 


If the address is not up to date on the related customer, LC to untick the “Use Household Address of 
Related Customer” box and add a New Address from the grey bar. 


‘EngeJosephine Control (New) 

ἐπ- , Recorded Actions 

{τ αδρΑΒοπιαίθ | Ds 

:-—-PeActivities New 

Ὁπυ ΡΠ Customer Cases : 26/02/2015 
26/02/2015. 
Miss 
Josephine 20 0 .......... 
Control 

Suffix Format 

@aFemale ~~ 
21/01/2014 
Ky) Long Birth Certificate ᾿ 
Leitam 
@ireland ~ 
Controt 
Control 
@Singe 


Marnage Verification Source 


Death Verification Source 
74 Mary Ann Control, 
Relationship Of Existing Customer To This Person: 4 Mother Of 
Use Household Address Of Related Customer = XC 
(Use menu action to add Address) 
(Use menu action to add Telephone) 


@ireland - 
re as i 
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Appendix 9 
How to move documents from parent’s PPS Number onto CAP 
(Customer Awaiting PPSN) for the child on the next day 


Firstly, create the customer awaiting PPSN for the child using the documents and the REG1 provided the 
previous day. 


If there is no Maintenance Case on the CAP ID you should RC on the grey bar and LC on “New Scheme 
Case” 


OCC 


βρῆ τίς tater ' | Customer 
New Θ᾽, 8 NUM μὲ : 
Who Updated This Object Last TUeSt Ppsn: 

Update » hte: Temporary 
~~ Pe Customers Cases Quarantine » fe Requested: 26/02/2015 


haubtiolp ented ” be OF Receipt: 26/02/2015 
cals ea aati pat Tite: 9 Miss 
Request PPSN pnt First Mame: Josephine 


Add Attemate iD... pat Sumname: Control 
Save incomplete pat Suffix: Suffix Format 
Add Scanned Correspondence |. g3Female 
21/01/2014 
gi Long Birth Certificate 
Leitnm 
@ireland 
Control 
Control 


BWSingle 


ἘΠῚ 


147 
ὃ: Ἢ 
ea 


Marriage Verification Source 


Death Verification Source 
Mary Ann Control, 
Retationship Of Existing Customer To This Person: ἤξξ, Mother Of 
Use Househokl Address Of Related Customer: = >< 
(Use menu action to add Address) 
(Use menu action to add Telephone) 


ban 


@ ireland 
J English 
Special Needs Type 
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i Customer 


Temporary 
26/02/2015 
26/02/2015 
Miss 
Josephine 
Control 

Suffix Format 
@a Female 
21/01/2014 
Zi Long Birth Certficate 
Leitnm 
@lreland 
Control 
Control 


@Singe 
Mamage Verification Source 


Death Venfication Source 
4 Mary Ann Control, 
Relationship Of Existing Customer To This Person: ΠΗ Mother Of 
Use Househokl Address Of Reiated Customer, = 
(Use menu action to add Address) 
(Use menu action to add Telephone) 


@ ireland 
© English 
Special Needs Type 


To move documents from the PPS Number of the parent RC on the document to be moved and LC on 
Move To... 


ta Female 
ΓΞ Customer Caseg : Μά Mary Ann Control 
‘Ot iAINT (SAFE Promotion) : : Control 
Ett Contents Ὁ Smith 
ἜΞ fg) 0105/2012 REG1 Page 1 - ALL ith: ΕΣ 29/06/1961 Verified 
Lj 0140512012 REG 1 Page 2 - ALL (Ὦ 
led 01/05/2042 Scanned Passport - ALL iagerCivi ῳ: 19/09/2000 Not Venified 
("31/08/2012 SAFE level demoted. Cancel PSC... . : Separated 
nd 04/09/2012 Scanned Proof of Address - ALL "C/O Pleguen Dsp 
[7 1103/2013 SAFE level demoted. Cancel PSC... : | Pleguen, Cis, Social Welfare 
jm) 23/05/2013 Scanned Passport - ALL © English 
27/06/2013 Scanned Utisity Bil - ALL : @ireland 
> Unknown 


5 


Pees ee sae ee 


al 
: 
ἐξ 
ᾷ 
ἢ 
g 


3 13/11/2013 Scanned Passport - ALL 
ἘΞ (13/4 1/2013 please ignore : Contnbution History For Mary Ann Οσπίτοί, 
i: 13/42/2013 CIS Blank Template letter (Sent) 
ΕἸ Q 13/42/2013 PPSNLetterToRepresentative Sent : 0000000 
[5 yd 14/05/2014 Scanned Passport - ALL | Debt 
“(Fil 23/05/2014 Scanned Birth Cest (IRL) - ALL Pp Level 4 
[Β} fg] 23/05/2014 Scanned Passport - ALL : Quarantine Status 
[5 [3 28/0572014 Scanned Passport - ALL 8800 
‘FF id 05/06/2014 Scanned Birth Cert (IRL) - ALL ' Iconsent To Use PSI Data: 7 
“(= 05/06/2014 customer has eye problem i {Retationstips Cofection: ἨἨ a RelationshipsCollection 
H [.]05/06/2014 Scanned Pa: view Means Factor Collection: $a MeansFactorColiection 
i bg] 2706/2014 Scanned Pa: 
CE {ag 2706/2014 Scanned Uti! oP To... 
ra le 11/07/2014 Scanned Pa: “Update 


ΙΒ G3 14 Pa: nia 
‘Bd 2009/2014 Scanned a 


il) 
1 
i 


d This Object Last | 


Move To... 


5. 


Minimise the customer's record that you are moving the document from. 


» Pending Label 

/p Pauline LeGuen 
26/02/2015 

*f Josephine Control, 


MAINT 
Assigned 

§ Actor 

Bring Back Detaits 
26/02/2015 15:51:53 
12338 


“ὦ O5/06/2014 Scanned Passport - ALL 
New case: | Correspondence Holder 


Pending Label 

7m Pauline LeGuen 
26/02/2015 

«ἔξ Josephine Control, 


MAJNT 
pe Assigned 

| Actor 

Bnng Back Details 
26/02/2015 15.51 53 
12338 


[χ] 
ὦ 05/06/2044 Scanned Passport - At! ine 
τὰ Awaiting PPSN ' (Pending t abel} 


{ΠῚ |_conces | 


Ja Mary Ann Control, - x] 


56 


The document will have moved into the contents of the Customer Awaiting PPSN Maintenance Case. 


Temporary 
26/02/2015 
‘©, Awaiting PPSN sending Labes) 26/02/2015 
ἔτος Schemes Fo Miss 
eit Contents : Josephine 
ει ἘΠ ἢ 14/05/2014 Scanned Passport - ALL : Control 
ἔτος | Context Actions : Suffix Format 
HG} ,* Recorded Actions : Ca Female 
21/01/2014 
Kg) Long Birth Certificate 
Leitrim 
@lreiand 
Control 
Control 


WSinge 
Mariage Verification Source 


Death Venfication Source 
5 Mary Ann Control, 
Relationship Of Existing Customer To This Person: ἤξξ Mother Of 
Use Household Address Of Related Customer, 9 > 
(Use menu action to add Addreg 
(Use menu action to add Telep 


@lreiand 
¢ English 
Special Needs Type 
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Appendix 10 Frequently asked questions. 


A person requesting allocation of a PPS Number presents with no evidence of address, 
apart from a utility bill in a friends name but there is no letter from the bill payer to state 
that customer is living with him/her. Can he be allocated a number? 

A note should be provided from the bil! payer. This can be written on the bill. Do not allocate a 
PPS Number until! satisfactory evidence of address is provided. 


Is an Irish Learner Permit acceptable with proof of address & long form birth certificate? 
If the person was born in Ireland or the UK, then yes. 


Are UK/Irish Passports accepted up to 12mths from expiry as proof of identity? 
Yes. 


Is there a limit to the amount of minors that can be linked to a customer? 
No. 


Uncle of a minor requests a PPS Number for his niece. Documents presented are his 
passport, child’s passport and letter from courts of guardianship. Can a PPS Number be 
allocated? 

Yes, where the uncle does not already have a PPS Number, one should be allocated to him in the 
normal way. A PPS Number can then be allocated to the child and the child linked to him 


When linking the child there is no option to input a guardian relationship. What do you 
use? 

Development has been requested to provide additional options for relationships, use stepfather 
and amend to guardian the following day, after which the link can then be broken. 


What is the procedure when a UK citizen presents at a local office and does not have the 
appropriate ID as outlined on the website? Can a PPS Number be allocated? 

The legislation requires that a person satisfies the Minister as to his or her identity before a PPS 
Number can be allocated. If the required documents are not presented, then a PPS Number 
should not be allocated. 


What is the procedure if a customer presents with an Irish Residence Permit (formerly 
GNIB card) and states that Dept. of Justice has his/her passport? 

Person should be able to provide confirmation from Justice of this (receipt). Asylum seekers may 
be allocated a PPS Number based on the details in the IPF! form. 


Some asylum seekers claim they don’t have the IPF1 form? Where should they go to get a 


copy? 
They should return to where they made their Asylum application. 
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If an asylum seekers IPO card is out of date? What other documentation should s/he have 
in his/her possession? 

S/he should have a copy of the IPF] form completed when s/he claimed asylum. The name 
should match that on the [PO card. If the IPO card is out of date, the person should be requested 
to return with an in-date [PO card. 


Minors - how are minors allocated PPS Numbers when accompanied by parents? 

- What documents should be provided by the parent? 

Documents should be sufficient to verify the parent’s identity and demonstrate the parental link 
to the child (passports and/or birth certificate for UK children). The parent should be SAFE 
registered. Parents who are UK nationals must provide either a passport or driving licence with 
birth certificate. Other nationalities must have national [Ὁ card (EEA) or passport. 


- What documents should be provided for the child? 

The child is from outside Common travel area s/he should have must have a national ID card 
(EEA) or passport. If from within the Common Travel area, s/he should be able to present 
documents to support identity (school reports, exam results, documents from UK SW). In case of 
any doubt, these should be checked with the UK authorities. 


- Should parent provide birth certificate? 

The birth certificate must be provided to establish the parent-child relationship. If required the 
document can be translated by the Department’s translation service. 

There is a need to establish link between the child and adult. For example, are the names on the 
passports/ID documents the same? Where a birth certificate is presented, do the names agree 
with the names on the passports? 


In case of doubt, the case should be referred to the Family and Child Agency, TUSLA. 


- Should the child be present with the parent? 
Yes — need to establish child is the person in the ID documents. 


- Should the passport/ID of the parent be included? 

Yes. Required ID documents must be presented. Type depends on nationality. 
Outside of EEA, Passport. 

Within EEA (excluding Ireland), National ID card or passport. 

Irish, documents to establish identity. 


How are minors allocated PPS numbers when accompanied by a relative that is not a 
parent? What documents are required? 

Guardianship papers must be presented and Evidence of ID for child and guardian and why PPS 
Number is required. 


Should a child present for allocation of a PPS Number and there is no documentary evidence 
showing a guardian relationship, then Tusla should be contacted. 
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A non-EU/EEA applicant holds an Irish Residence permit (formerly GNIB card) but does 
not hold a passport or travel document. Such applicants often state that their original 
passport is being held by Dept. of Justice. Can a PPS Number be allocated? 

Only a very small number of applicants from outside of the EEA will not have a passport. Such 
applicants should be able to produce documentation from the Dept. of Justice to prove that the 
passport is being held. Refer to CIS if a person claims not to hold a passport or travel document. 


Should the consent of the parent of the child be included in the application? 
A Guardian may act on behalf of a child. 


What is the policy with regard to unaccompanied students (minors) who are attending 
schools/Colleges? Who should they be linked to? 

School’s representative. These are not regarded as exceptional registrations and should be dealt 
with ina PPS Number allocation centre. 

Evidence of Schools’ representative’s identity and PPS Number, evidence of child’s identity, and 
evidence of enrolment must be provided and scanned in. 


What is the appropriate link and when should the link be broken and by whom (LO or 
CIS)? 

Guardian, as the school is acting in Loco Parentis. A ticket has been raised to allow this type of 
link to be used at initial registration but it is not currently available. 


If a customer requires a PPS number when they take up employment do they need 
evidence from an employer when attending a local office? 

A person needs to show a requirement for a PPS Number. An offer of employment meets this. At 
the very least, the person should be able to provide the name and address of the employer. 
Should a doubt arise, then the employer can be contacted to confirm any job offer. 


In general, how much evidence does a customer need to show to a local office to prove they 
need a PPS number? 

The reason for requiring one is one of the questions on the REG1, and a person should be able to 
back this up. However, it may be as little as a medical card application form, completed apart 
from the PPS Number field. 


If a customer is in Northern [reland and is buying a property in the South, should they 
attend local office or use the exceptional application process? 

If a person is present in the State, s/he must go to a PPS Number allocation centre. If not then the 
person should apply through the exceptional registration process. 


Should the PPS Number allocation centre look for work permits/visa stamps of customers? 
No. 


Should the PPS Number allocation centre take photo and signature of applicants? 
All PPS Number applicants aged 18 and over must go through SAFE2. Children aged under 18 
should have their identity verified against their identity documents, but should not go through 


60 


SAFE unless they require a PSC in which case the SAFE consent form must be completed by the 
responsible adult. 


A non-EU/EEA applicant does not hold an Irish Residence permit (formerly GNIB card). 
Can a PPS Number be allocated? Some offices are still insisting that such applicants 
produce an Irish Residence permit. 

A person from outside of the EEA must present a Passport or 1951 Travel Document. 

It is not necessary to present an Irish Residence permit card in such cases 


Marriage PPS Number applications. For example a Pakistani gentleman arrives into an 
office with an Estonian lady. He requires a PPS Number as they are getting married. He 
produces a genuine Pakistani passport and evidence of address. Can we allocate him a PPS 
Number? 

In order to marry in the State, notice of intent to marry must be given to a Registrar. Where the 
parties intend to reside in the State after marriage, then a PPS Number must be provided to the 
Registrar. 


If a person does not intend to reside in the State after marriage, then a PPS Number is not 
required to be provided to the Registrar, and one should not be allocated for this reason. 


A person living outside of Ireland is taking up employment in Ireland in 3/4 weeks and 
requires a PPS Number. Can the person apply now to CIS Registration section or must 
they wait until they arrive in Ireland and apply in person for a PPS Number at one of our 
registration centres, 

Persons who require a PPS Number for work purposes in Ireland must apply in person at the 
appropriate PPS Number allocation centre after arrival in the State. 
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Appendix 11 


Example of IPF1 form and IPO card. 


An Roinn Dii agus Cirt agus Comhionannais Department of Justice and Equality 


AN OIFIG UM CHOSAINT vere aoe” 
IDIRNAISIUNTA Lo-call : 1890 202 418 
INTERNATIONAL Fax/Facsvimhir: 
PROTECTION OFFICE ἘΞ (01) 802 8126 


79-83 Sraid. an Mota locht.. 
Baite Atha Cliatha 2.D02ND99 


E-MailvRiomhpost: 
info@ipo.gov.ie 


79-83 Lr. Mount Street, 
Oublin 2 


Gréasan /Web: www.ipo.gov.ie 


Reference 1783304-IPPA-17 Date of Application 12/01/2017 
Person ID 994442-17 Place of Application Refugee Application Centre 
Name Mr Man Nationality Belize 
Date of Birth 01/01/80 Country of Birth Algeria 
Gender Male Place of Birth B 
Marital Status Married Unaccompanied No 
Minor 


Interview for the purposes of Section 13(2) of IP Act 2015. 
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Do you wish to make an Application for a Declaration Yes 
Country of Origin Kuwait 
Have you the right of residence in any other country? No 


Which country? 

Mode of Fransport used to travel to Ireland 
Route Travelled 

Depsture Date from Country of Origin 
Date of Arrival 

Place of Arrival 

Travel Facititator 

Reason for coming to Ireland 

Legal Sasis for entry to treland 


Has another Member State granted refugee status or 
subsidiary protection status to the person? 


‘Is 8 country other than a Member State a first country of = 


asylum for the person? 


Is this preliminary interview being accepted as an 


International Protection Application under $15 of the IP Act 


20157 


Section 13 (2) Interview carried out on 


SIGNATURE SECTION 


eta 


Air, Sea, Rail, Road 
a- b- c- d- 6- 
12/10/2016 
25/01/2017 
Rosslare Harbour 


Visit/Tourist 


None - Illegal entry 
No 


Yes 


AT 
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i confirm that the above information. provided by me for the purpose of Section 13(2) of the Intemational 
Protection Act, 2015. is correct. i also confirm that | have been given an opportunity to amend any 


inaccuracies 


Signature of applicant: 


Signature of Officer: 


Name of Authorised Officer 


Person Details 
Orignal Name 


Orignat Nationality 


Ail Languages 


Religion 

Profession 

Military Service 
Political Party / 
Trade Union 
Membership Details 
lesue that may 
affect scheduling 


Family Details 


Name 

Minnie Mouse 
Mickey Mouse 
Henrietta Mouse 
Scarlett Mouse 
Yohann Mouse 


DOCUMENTS 


Primary ID 
Document 


Other ID 
Documents 


Reason for Seeking Protection in the State: 


Mr Man 


Belize 


Czech, Maldovan, 
Turkish 


Property / Housing 
Other 
Other 


Pragnancy 


Relationship 
Wife 

Brother 
Daughter 
Daughter 
Son 


Other Names 


Present Address 


Address in Home 
Country 

Ethnic Origin 
Comments / Details 
Comments / Detgiis 
Comments / Details 


Details of Issues 


Date of Birth 
25/12/56 
19/09/1940 
14/07/2009 
26/05/2011 
03/02/2014 


ID Number Place of Issue Date of issue 


PY100679 Kuwait 


01/01/2013 


ID Number Place of Issue Date of issue 


Date: 


Date: 


Mr Mr 


23 Test St, 
Dublin 3. 
A111S4D 


Other 
Entrepreneur 
G 

| 


Near end of pregnancy 


Location 
Algeria 
Spain 
Dublin 
Dublin 
Dublin 


Date of 
Expiry 
31/12/2023 
Date of 
Expiry 


Scan 


Scan 


Refugee Status - The applicant claims a fear of persecution for reason of: 


Nationality 


Any additional details relating to your claim for Refugee Status: 


vnizikvnbldnkzgb 


y Jean X. Lanigan on 25/01/2017: 
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Subsidiary Protection - The applicant claims a fear of serious harm for reason of: 


Death penaity or Execution Yes 
Torture of inhuman or degrading treatment or punishment of an applicant in the No 
country of origin 


Serious and individual threat to a civilian’s life or person by reason of indiscriminate Yes 
violence in situations of international or internal armed conflict 
Any additional details relating to your claim for Subsidiary Protection: 


dy Jean X. Lanigan on 25/01/2017: 
Same as before - | told you all this already 


Permission To Remain 


Additional Informatian in the event of your protection application being refused, please briefly state the 
reasons why you and your children under 18 years {if any) cannot or should not be returned hore to your 
Country of Origin/Country of former habitual residence and should be permitted to remain in the State. You 
may submit additional information with your Questionnalre. 


By Jean X. Lanigan on 25/01/2017: 
Wily children and all my wifes are here 


SIGNATURE SECTION 


| confirm that the information set out in this form provided by me is correct. 
| confirm that | have been given an opportunity to amend any inaccuracies. 
| confirm that | have been verbally advised of my rights to consult a legal representative and the UNHCR. 


| acknowledge receipt of the following documentation/information which has been provided to me by an 
Authorised Officer of the International Protection Office or by an immigration Officer as appropriate: 


Information Leaflet for Applicants for Protection in Ireland 

Questionnaire in connection with my application for Protection 

Change of address form 

Free Legal Aid Information Leaflet 

Information Leaflet on Dublin Regulations 

Customer Service Charter and information Note 

(If applicabte) 

Notice to Pregnant Applicants and note for completion by doctor or hospital 


Signature of applicant: Date: 


| witnessed the applicant's signature and | acknowledge receipt of the documents provided by the applicant (if 
any), which are listed above in this IPF 1 form. 


Signature of Authorised Officer: _ _. Date: 


Date: 


Signature of Interpreter; 


Printed Date 06/02/2017 


ων 

Ξ %. 7 
fag 2 
bes. , 


‘i ᾿ ι 
Pereones [Ὁ Ne: me Receiy 
eT tes § 20e2016 " 


ΔῊ 


- 


ak a 


This cart 


© The versal to wie 
feqvested to so sc ἢ 
tha ΜΙΝ of whon 
τορι δι it 


The Τῷ 


Hetoc τῶν 


R may only bes ᾿ 
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Appendix 12 


PPS No applications for children aged under 18. 


1. Check that the required identity and POA documents have been submitted. Test the 
validity of the documents and ensure that the REG1M has been completed in full. 


2. Confirm the identity of the adult making the application and check that there is 
documentary evidence to verify that it is appropriate for them to apply for a PPS 
number on behalf of the child. 


Adult has a PPS number: 


Register the child’s application, relating the child to the adult. Scan the REG1M and all 
supporting documents on to BOMi. 


Adult does not have a PPS number: 
The adult first applies for a PPS number for him/herself in the norma! manner. 


After the adult’s application has been registered scan the child’s identity document(s) and the 
documentary evidence of the link between the adult and the child to the adult’s record. 


Record the adult’s BOMi case ID number on the child’s REG1M. 

Hold the child’s REG1M for registration the next working day. 

The next day open the adult’s case on BOMi and get the adult’s PPS number. 
Register the child’s application, relating the child to the adult. 

Scan the REG1M to the child’s record on BOMi. 


Move the scan of the child’s identity document(s) and the documentary evidence of the link 
between the adult and the child from the adult’s record to the child’s. 


Copy the evidence of address from the adult’s record to the child’s. 


(If necessary, send a task to change the relationship from parent to guardian.) 
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Appendix 13: Copy of Repatriation cases cover letter 


Request for PPS Number to be allocated for repatriation purposes. 


To PPS Number allocation centre 


From (unit): 


Name 
has attended the unit above. 


In order to process his/her application for repatriation a PPS Number is required. 

1 have completed a REGI form which is attached. 

The person has stated that they have no form of Identity documents. 

Please allocate a PPS Number for repatriation purposes based on the information contained in 
the REGI form. 

The person should have a photograph and signature captured and be registered to SAFE] only. 
No Public Services Card is to issue. 


Name (Block capitals) 


Signature 


Phone Number 
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Appendix 14: Quality Control checks 


PPS Number allocation — Staff and Management checks 
The following procedures should be carried out to monitor the allocation of PPS Numbers. These 
should be carried out by staff who are not designated PPS Number Allocation Officers. 
Weekly Quality Control Checks 
Each office should produce from ISTS a list of the PPS Numbers allocated for the previous 


week. (Where offices allocate more than 200 PPS Numbers each week, the list should be 
produced each day as only the most recent 200 PPS Numbers will be listed.) 


The list should be checked against the REGI and REGIM forms to ensure that: 
1. There is a PPS Number allocated for each REG] and REGIM form, and 
2. There isa REGI or REGIM form for each PPS Number allocated. 


From the list(s), 5 percent (or 40 cases, whichever is the lower) should be selected randomly 
each month for examination. 


The examination should consist of; 


e Checking the scanned REGI or REGIM form completed, 


* Checking the scans of the ID documents presented and verifying that the details entered 
match those on the identity documents. 


e Checking the reason given on the REGI as to why a PPS Number was required and going 
over the scanned supporting documentation (if required), and 


e Checking the scanned evidence of address. 
Should any doubts arise in relation to the ID documents, CIS Control/Compliance section should 
be notified immediately. 


For queries as to whether the requirement for a PPS Number was demonstrated, CIS Registration 
section should be contacted. 


A record of the quality control checks should be maintained on the PPS Number QC Template: 


https://divisions/sites/CIS/Documents/REG%201%20Folder/PPS%20Number%20control%20ch 
ecks. xls? Web=| 
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Monthly Management Checks 


| percent of allocated PPS Numbers should be selected each month for detailed examination as 
above. These checks should include the above quality contro! checks and the foillowing internal 
control checks: 


4 Check that applicant is not a relative or close friend of the allocating officer. 


e Check that PPS Number allocation process was conducted during normal business hours. 


A record of the above staff and management checks should be maintained on the PPS Number 
Management Checks Template: 


https://divisions/sites/C1S/Documents/REG%20 1%20F older/PPS%20Number%20contro]%20ch 
ecks. xls? Web! 
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Appendix 15 
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9 Deimhnit Breithe , Ὁ Birth Certificate 


Coip dheimhnithe d'iontrael i gClar na [canal Uchtaithe ama 2) Certified Cops of entry in the Adopted Children Register, 
heisivint de bhun an Achta Uchtdla. 2010 issued in pursuance of the Adoption Act 2010 


Eire ud Ireland 


Ainm/Name 
Stoinne/Sumame 

Data Breithe Date of Birth 
Gnéas/Sex 


Tir ina Rugadh/Country of Birth 


Ainm/Name 
Sloinne/Sumame 
Sloinne Breithe/Birth Sumame 


Stoinnte Roimhe Seo/ Former 
Sumames 


51} Bheatha/Occupation 
Data Breithe/Date of Birth 
Stadas Pésta‘Marital Status 


Seoladh’ Address 


Ama Shinid ag/Signed by XXXXX, Ard-Chidraitheoir Canta 
Déta an Chiarichdin/Date af Registration XXXXX 
Data an Ordaithe Uchtdla/Date of Adoption Order XXXXX 


Deimhniteas gor thiomsiodh na sonral seo ὁ chiarkeabhar comnithe ag an (Ard hidraitheaw Certified to be compiled from a register masntained by an iArd- 
Chlaraitheorr 


Eisithe ag/Issued by XXXXX , General Register Office Déta‘Date XXXXX 


Is clon tromebéiseach ὁ an deimmhald sco a athré DO é α bedil agus ¢ athralthe! To alter this certificate or to use Η an altered Ls a serious offence 


WL: IGEN 


Deimhniu Breithe Birth Certificate 


Eire Ireland 


Ainm/Name XXXXXX 


Data Breithe/Date Of Birth ΟἹ January 1984 ς-- qd ναι} «-Ε 


Gnéas/Sex 


XXXXX 


Ainm/Name 
Sloinne/Sumame 
Sloinne Breithe/ Birth Sumame 


Sloinnte Roimhe Seo/Former 
Sumames 


Sli Bheatha‘Occupation XXXXXX 


7] 


Seoladh'Address XXXXXX XXXXXX 
XXXXXX XXXXXX 
XXXXXX XXXXXX 


Data an Chlérichéin/Date Of Registration 19 May 1984 


Deimhoitesr gut thiomsiodh na sonra: seo ὁ chlésleabhar coinnithe ag an tArd<'hlarartheoir/Certiied te be compried from a fegsster 
maintained by an tArd-Chlaraitheoir 


Eisithe ag/lssued by General Register Office, General Register Office DétaDate 22 January 2018 


Ia clos tromchiuecach ὁ an deimbnns eco a athnd πό ¢ 2 dedid agua ¢ athralthe/To alter this certificate orto usc it an akered ἐν ὁ sctivas offence 


Deimhniu Uchtala Coigriche Intercountry Adoption Certificate 
Ama h-eisitint de bhun Acht Uchtala 2010 Issued in pursuance of the Adoption Act 2010 


Ainm / Name 

Stoinne / Sumame 

Data Breithe / Date of Birth 
Gnéas/Sex’ : - 
Thr Breithe / Country of Birth 
Data an orduithe uchtaéla 
agus tir ina ndearnadh / 

Date of adoption order 

and country where effected 
Data a meastar go ndeamadh 
an tarda uchtala / 


Date adoption order deemed 
to have been made 


Ainm / Name 
Stoinne ὦ Sumame 
Sloinne breithe / Birth Sumame 


Sloinnte roimhe seo / 
Former sumames 


SH bheatha / Occupation 


Seoladh / Address 


Uimhir an talfid / No. of entry 


Data an taifid / Date of entry 


Sinid Oifeagach an Udaraithe 

Udaras Uchtala na hEireann / 

Signature of Authorised Officer 

of the Adoption Authority Fiona Monaghan 


Deimhnitear gur thiomsfodh na sonrai seo ὁ claricabhar coinnithe ἴδοι alt 90 den Acht Uchtéle 2010 
Certified to be compiled from a register maintained under Section 90 of the Adoption Act 2010 


Eisithe ag / Issued by : David Mc Gratb Data / Date ; xxx 


fs cion trom ὁ an deimhnid seo a athri no ὁ a lisaid ter ¢is a aithraithe / To alter this certificate of to use it as altered is a serious offence 
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Deimhnid Uchtala Coigriche 
Ama h-eisidint de bhun Acht Uchtéla 2010 


Ainm / Name 

Sloinne / Sumame 

Déta Breithe / Date of Birth 
Gnéas / Sex 

Thr Bhreithe / Country of Birth 
Data an orduithe uchtéla 
agus an tir ina ndearnadh / 
Date of adoption order 

and country where effected 
Data ἃ meastar go ndearnadh 
an t-ordi uchtéla / 


Date adoption order deemed 
to have been made 


Ainm / Name 
Sloinne / Sumame 
Sioinne breithe / Birth Sumame 


Sloinnte roimhe seo / 
Former surnames 


Sli bheatha / Occupation 


Seoladh / Address 


Uimhir an taifid / No. of entry 


Data an taifid / Date of entry 


Sinid Oifeagach Udaraithe 
Udaras Uchtdla na hEireann / 
Signature of Authorised Officer 
of Adoption Authority 


XXAX 
EX1X 
XXAX 
XEXX 
2018-9001 


Χχχχ 


Fiona Monaghan 


Intercountry Adoption Certificate 


Issued in pursuance of the Adoption Act 2010 


Deimhnitear gur thiomsiodh na sonrai sco ὁ clarleabhar coinnithe faoin Acht Uchtala 2010 
Certified to be compiled from a register maintained under the Adoption Act 2010 


Eisithe ag / Issued by ; Adrian Martia 


Déte ἡ Date: xxxx 


1s cion trom ¢ an deimhnib seo a athrii nd é a usnid tar dis ἃ aithraithe / To alter this certificate or to use it as altered is a serious offence 


Sample Asylum Seeker permission to access the labour market letter. 


As Roins Dif agus Cirt 


Labour Market Accum Unit, IMIS, FO Bes 12901, Froqpent FRNSDG4, Dubie 2 


PERMISSION TO ACCESS THE LABOUR MARKET 


This Ws to certify that the Minister Ser Justice and Equality has granted permission te necest the labour market La 
socordance with the Exropean Communities (Reception Cenditions) Reguiations 2016 te the person named below. 


Permission valid from 05/07/2018 to 05/01/2019 


RITE OTR RT RET Ea Td τ τς 


Ainm egus Stoinne as 
Η Name in full 
A 
ἶ 
; An δὲν a ragadh 19 Fanaie [99S 
4 Date of birth 
: 

Person [Ὁ No. 


is not δὰ exheustive Net). 
The hoider of this permission shall not seek, nor be eraployed in any of the occupations listed in Schedule 3 of the 
European Communities (Reception Conditions) Regulations 2018. Por fall updated [ἐπὶ of this schedule, please visit 
our website ww inle gov. ie 
The holder of this permission must Inform the Minister for justice and Equality of any engagement in se'f- 
ermployment. Declaration form enclosed and available on our website. 

_ The holder of this permission, whether in employment or self-employment, must inform the Revenue 
Comnussioners and be compliant with any relevant tax 

1 if the peiider of this permission is under the age of 18. The Protection of Young Persons (Employment) Act 1996 
also applies. 

C The seuployer of a holder of this permission mast taform the Minister for Justice end Equality within 21 days of 
commencement of employment and within 21 days of cessation of employment. Declaration forms enclosed and 
available on our website. 

<= The sgaphover of a bolder of this permission shall not erapioy an applicant in any of the employer's businesses 
unless, on the date of employment of the bolder of the permission, 5@ per cent or more of the employees in the 
business are nationals of (i) an EEA Member State, and/or [ the Swiss Confederation. 

= ‘The employer of a hokder of this permission must continue to keep records of ensployment and furnish The 
Minister for justice and Equality with any requested details of employment witin 10 days (if requested). 


ἐς οὐ τὺ is Ie TM al GN pT BR Ca te ta ΤῊ HES RAR) 


σοι RS ipa RS RR TE REEMA PE ONT sake πο οι 


' [see overteaf ἢ 


ae rah 


Ce 
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| 
: 
| 
| 


Harolds Cross 

Dubtin 6W 

Dear τ τ τ 

Purther to your application, you are hereby granted permission to access the labour 

European Communities (Reception Conditions) Regulations 2018. This permmission is nd on wren 
paper with your photograph and validity period Included and must be presented in 

pe en ee wha 

eraployment. 


1. This permission is valid for the validity period stated unless: 
4. You recefve a final decision on your application for international 


eee, Regulations 2018. 


Saif-Emplevment - 
by yeu within 21 days of engaging in self-employment. 

b. Employment - Declaration form enclosed and avaiiable on our 
your gmplever within 21 days of you taking up employment. 


3. The Minister for justice and Equality accepts that, at of the date of this you megt the conditions to 


qualify for perrnission to access the labour market, you must ensure you co to engagp fully with the 
international Protection process. This does sot mean that i is accepted that those conditions for 
the purposes of your international protection application or for any other of those 
conditions may be re-examined by the Minister. 

4. This permission is renewable once you continue to satisfy the eligibility 86 τής out in the European 
Communnities (Reception Conditions) Regulations 2012. As application to this should be made 
one month before its expiry date. Details on the renewal process can be found $a our webs}te www inis gov te. 

ri ' Ἢ 4 ὦ ὶ 1 4 ry 

manths ox bath, 

han ‘ r ‘Tyas ? ἢ ; ‘ es 

9] δεν οἵ 8. ‘ mage ecenmans | : 
ἀπροδάδος | tenmth or both, 1 
Yours sincerely, : ; 
hz ΠῚ: 
Aractnetiz Μ. Cashel 
Labour Market Access Unit, 
OS fuly 2010 | 
| 


EME EE FE σι TLE NE LI AY IS EME L: MOTE EY TAMIR SSN BAER IRR 


ὲ 
| 
" 


TASK (V 1.0) 13/7/2016 


Create, Start and Complete Tasks 


Create Task 


e Click on FT Scheme Case 


a } 


᾿ uF | 


i 
f 


= MAMET (0 
Ξαδαπααυδιῥε 

= eT [80 Curere Tasks for 3 

= SESH 13072016 


if 


e RC on0O Current Tasks 
e Click on CREATE NEW TASK 
e Click on Drop Down Menu and select GENERIC — press ok 


Start Task 
e Click on Start Task 


e Click on Save and Close 


[PP endinglGeneric] PGenenc 
Generic 


ἐσ Je Task History 
oes ' 7a Michelle Kennedy 


+ ~e Content agus: Pending 
= 13/07/2016 


Promary Cottext Odpect: | Task Context 
Secondary Context Omect | Task Conted 
Started Dete Τ 


Created Date Tine: 13/07/2016 152855 
Start Task: 
Task Owner Tite: ( kha ce re ey | 
230 Current Tasks for σασθαι 


Holder. 
[seve 1{ soreecioee | [ tecare ] 


Task should now be “In Progress” 


You can now go ahead and compiete your SAFE promotion. 


TASK (V 1.0) 


Complete Task 
You must Complete your task when finished by; 


Double Click on Current Tasks 
Drill down on Current Tasks 
RC on In Progress Task assighed to yor 


Complete Task. 


J ggiames setoener: “ἃ 
Ἐς οὐαφονιολθιυο : Free Travel 


Laat Updated By ID: 24778 


ἘΠ ¥eRequires CFIMS check (R) 
: “8¥eAwaiting CFIMS response (R) 
-{_} JeDocuments 


13/7/2016 


as La ia 


“; 


au) 


[2013.] Social Welfare and Pensions (Miscellaneous Provisions) Act 2013. {No. 20.] Pt.2 5.10 


(5) 


unemployment and any 2 such weeks not separated by more than 
52 weeks shall be treated as one continuous period of 
unemployment and references in Chapter 2 of Part 3 to a week of 
unemployment, to being continuously unemployed or to continuous 
unemployment shall be read accordingly, and 


the reference to a day or days of unemployment in sections 
141(3C), 141(4), 141(7) and 143 were to any day or days in a week 
of unemployment as construed in accordance with paragraph (b). 


(ς 


— 


This section shall cease to apply where the youngest child of a person 
to whom this section applies attains the age of 14 years.”. 


(3) This section comes into operation on 4 July 2013. 


Disqualification from receipt of benefit where identity not authenticated 


11. The Principal Act is amended by inserting the following after section 2478 (inserted by 
section 12 of the Social Welfare Act 2011}: 


“Disqualification from receipt of benefit where identity not authenticated 
247C.(1) The Minister may give notice to any person receiving a benefit 


(2) 


(3) 


requesting the person, at the time specified in the notice, to satisfy the 
Minister as to his or her identity. 


A person shall be disqualified fram receiving any benefit, including 
any increase in that benefit, for any week or part of a week, 
commencing after the time specified in the notice under subsection 
(1), or any time thereafter as may be determined by the Minister and 
notified to the person, during which that person fails to satisfy the 
Minister as to his or her identity. 


A notice under subsection (1) may require the person to whom it is 
given to do one or more than one of the following, as the Minister 
considers appropriate, at the time specified in the notice, or at any time 
thereafter as may be determined by the Minister and notified to the 
person: 


(a) attend at an office of the Minister or such other place as the 
Minister may designate as appropriate: 


(b) provide to the Minister, at that office or other designated place, 
such information and to produce any document to the Minister as 
the Minister may reasonably require for the purposes of 
authenticating the identity of that person; 


(c) allow a photograph or other record of an image of that person to be 
taken, at that office or other designated place, in electronic form, 
for the purposes of the authentication, by the Minister, at any time, 
of the identity of that person; 


(4) provide, at that office or other designated place, a sample of his or 
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Pt.2S.11 [No. 20.] Social Welfare and Pensions (Miscellaneous Provisions) Act 2013. {2013.] 


her signature in electronic form for the Purposes of the 
authentication, by the Minister, at any time, of the identity of that 
person. 


(4) The Minister shall retain in electronic form— 


(a) any photograph or other record of an image of a person taken under 
subsection (3c), and 


(b) any signature provided under subsection (3)\(d), 


in such manner that allows such photograph, other record or signature 
to be reproduced by electronic means. 


(5) This section shall not be construed as preventing the Minister from 
using a method of authentication of the identity of a person in receipt 
of benefit, other than ἃ method referred to in this section, which the 
Minister considers appropriate to use.”, 


Jobseeker’s benefit — refusal or failure to engage with activation measures 


12. (1) Section 62(5) of the Principal Act is amended in paragraph (a) (amended by section 5 
of the Social Welfare and Pensions Act 2009} — 


(a) in subparagraph (ii) by substituting “available for employment, and” for 
“available for employment,”, 


(b) in subparagraph (iii) by substituting “family circumstances,” for “family 
circumstances, and”, and 


(0) by deleting subparagraph (iv). 


(2) The Principal Act is amended by substituting the following sections for section 62A 
(inserted by section 7 of the Social Welfare Act 2010): 


“Refusal or failure to attend activation meetings relating to jobseeker's 
benefit 


62A. (1) Notice may be given by or on behalf of the Minister to any person 
receiving jobseeker’s benefit requesting the person, at the time 
specified in the notice, to comply with the requirement specified in 
paragraph (a) or (b) of subsection (3). 


(2) Where a person refuses or fails, without good cause, to comply with 
the requirement specified in the notice under subsection (1) at the time 
specified in that notice. or at any time thereafter as may be determined 
by or on behalf of the Minister and notified to the person, the weekly 
rate of jobseekers benefit payable to that Person in respect of any 
such period of refusal or failure shail, subject to this section, be as set 
out in section 65(2) or, as the case may be, paragraph (a), (b) or (ς) of 
section 65A(2). 


(3) A notice under this section may require the person to whom it is given 
to do one of the following, at the time specified in the notice, or at any 
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15.—{1) Section 241 of the Principal Act is amended— 
(a) in subsection (1) by substituting the following for “that he 
or she makes a claim for that benefit in the prescribed 
manner”: 

25 “that he or she— 

(4) makes a claim for that benefit in the prescribed 
manner, and 

(δ) satisfies the Minister as to his or her identity.”, 

and 

30 (δ) by inserting the following subsections after subsection 
(1B) (amended by section 12 of the Social Welfare and 
Pensions Act 2011): 

ΠΟ For the purposes of satisfying himself or herself 
as to the identity of a person who makes a claim for 

35 benefit, the Minister may, without prejudice to any other 
method of authenticating the identity of that person, 
request that person— 

(a) to attend at an office of the Minister or such 

other place as the Minister may designate as 

40 appropriate, 

(δ) to provide to the Minister, at that office or other 
designated place, such information and to 

produce any document to the Minister as the 

19 

Provision of 

information for the 

purpose of 

establishing 

identity. 

Minister may reasonably require for the purposes 

of authenticating the identity of that 

person, 

(c) to allow a photograph or other record of an 

image of that person to be taken, at that office 5 

or other designated place, in electronic form, 

for the purposes of the authentication, by the 

Minister, at any time, of the identity of that 

person, and 

(4) to provide, at that office or other designated 10 
place, a sample of his or her signature in electronic 
form for the purposes of the authentication, 

by the Minister, at any time, of the 

identity of that person. 

(1D) The Minister shall retain in electronic form— 15 
(a) any photograph or other record of an image of 

a person taken pursuant to subsection 

(1C)(c), and 

(5) any signature provided pursuant to subsection 
(1C)(d), 20 

in such manner that allows such photograph, other record 
or signature to be reproduced by electronic means.”. 
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Cartg Seitbhisj Poibij 


Public Sery; 
: Iv 
Ne | tretang 'C@s Card 


δεῖς } SVinans 
Williams 
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“8 


Le haghaidh tuilleadh eolais, logail isteach ar www. welfare.ie. 


An Roinn Coimirce Séisialai 


τ 5 κ᾿ τς on; as ee ᾿ ene 
Department of Secial Protector 


-www.welfare.ie 


Public Services Card 


SS RACE 


Carta S@itb 


Hist Poipiy 


δέσινκαῚ URN Ay 


Williams- 


simeg ι 26 ew emt yn 
" ttn τ ἃ 


An Roinn Coimirce Soisialai 
Department of Sociat Protection 


www.welfare.ie 


For more information, log on to www.welfare.ie. Ss 
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REMINDER NOTE RE STOR APP FOR SAFE OFFICERS & SUPERVISORS 


Section 247C of the Social Welfare Consolidation Act 2005 (inserted by Section 11 of the Social 
Welfare and Pensions (Miscellaneous provisions) Act 2013) introduced a provision which allows for 
disqualification where a person fails to satisfy the Minister as to his or her identity. 


The effect of this provision is that existing claimants for all schemes can be disqualified where they 
fail to authenticate their identity. 


Since the end of 2013, an online reporting facility is available to notify Client Identity Services (CIS) 
centrally of SAFE outcomes. CIS officers examine the reports received from SAFE officers and 
arrange for the relevant scheme areas to be notified. It is then the responsibility of each scheme 
area to put in place the appropriate follow-up action that needs to be taken in response to these 
notifications (RSU circular 75/13 refers). 


The report is a simple on-line form; an example of the form and output is shown below. The SAFE 
Officer/Supervisor populates the form with their SAFE registration location, the customer's name 
and PPSN, the latest appointment date, and the appropriate SAFE Registration outcome selected 
from a dropdown menu. There is also a facility to include limited free-text comments. Screenshots 
below: 


Please note: Only CIS staff should edit or close an entry on the STOR App. 


oie abs heey RS Pt eR Si des ae ist scones § 


‘WY Failure to Progress to SAFE... ~ 


fie Eda View Fevortes Took Help 
cmp ER Fasture to Progress τὸ SAF... δᾷ" publicsectorroi.groupsche... {20 Compliance '¢}) Faibure to Progress to SAF... τ Personal Public Service N... “Me ~ ED. me Pager Safety Tooke @> 


1M. Links ' Site Artians ΜΙ. 
GS CBent Identity Services 


Sova Wea re εἰς ἢ epee he Agercen & Οὔ. Ὁ Gevilid 


Cusn* Idenhty Services > Faure to Progress to SAFE 2 Report > New (lem 


Fallure to Progress to SAFE 2 Report: New Item 


| Altach Fie 2 Speting... + eicamas ε required fiedd 


‘SAFE J ocation LO Code i 
Please enter number only 6.6. 567 

Customer Name ἡ 

PPS Number * 

Most Recent Appointment Date * ΤᾺ 

Reason For faiture to complete registration * — @ Eaied to attend two or more appomtments 
Failed to provide adequate documentation 
Customer refused to compty with SAFE Process 
Customer not ready for progresston to SAFE Two 
Specify your own value: 


ther Comments 


Cit have tor ἀραπαίουμι ϑέπαιντοτα 


3 rtp ctor 48 5 Cars CIS lants SSPE 2 TS 2UL st PacpPorrs supe U025.8Souresbtp tPF ele Pb Gy ye Seb Ria SSE CTS cP Lists ach SA PE CHIT Ma? SAL 


File Eda View Favortes Tock Help 
“ἧς [BD Faure to Progress to SAF... Mb publicsectorrai.groupsche.. ΕΣ Compliance Ὁ Failure to Progress to SAF... ¢a Personal Pubric Service N... "Fae ὦ τ mmm Roger Salety~ Του τ @> 


“hent Idertity Services > Faitwe to Progress to SAFE 2 Report » Joe Soap 


Failure to Progress to SAFE 2 Report: Joe Soap 


1 
| tm! New Item 2 Eva Item % Delete Item 4a Manage Permesions Alert Me 
SAFL Location LO Cade 
Customer Name Ine Gran 
PPS Number 
Mos! Recent 02/10/2013 
Appointment Date 
‘Reason tor tailure to Customer not ready for progression ta SAFE Two 
Lompely registrativa 
Other Comments Chent has a medical issue and can't make appt. Chent added to 
H the Fanure to Progress hist and appt cancelled, 

Test case - sae what happens 
Close Report yes 
‘Reason for Closing 
Report 
‘Created at 04/10/2013 09:32 by Michael Regan Φ Clow 
Last modied at 23/10/2014 12:40 by Edel McGloin Φ 

Click hare bor Acoma intr Starmnart 


At present there are 83 SAFE Locations in operation around the country and only 60 of these have 
entries on the STOR app. Out of the 60 locations who have used the app, 26 of these have less than 
10 reports recorded and 19 locations have over 100 reports recorded. 


While some locations may have their own control policies in place it should be noted that such 
procedures do not replace the STOR App. ALL SAFE locations should be using this application to 
record any outcome other than promotion of the customer to SAFE level 2. Recording this 
information will ensure the capture and reflection of work being done in SAFE Registration locations. 
It also strengthens the recording of control activity and savings resulting from the SAFE Registration 
process as notifications are issued to all scheme areas where a person does not proceed to level 2 
for a valid reason. If a case is not put on the Stor app, a control opportunity could be lost on other 
scheme(s) where that customer is in payment. If a location within your division has not used the 
STOR App to date, full instructions and the link to the App can be found on the PSC/SAFE Rollout 
page under Client Identity Services on the A-Z of sites or by following the link below. 


http://stor/SWS/S/Car/S/CIS/Public%20Services%20Card%20Library/Failure%20to%20Progress%20t 
O%20SAFE%202%20Report.pdf 


A REMINDER AS TO WHAT SHOULD BE RECORDED ON THE STOR APP 


Please ensure that the following instances are recorded on the Stor App 


. The customer has been invited to attend for SAFE Registration. They fail to attend and do 
not make contact. A second appointment issues, again the customer fails to attend and 
does not make contact. 


e The customer has been invited to attend for SAFE Registration. They repeatedly cancel or 
defer their appointment and ultimately do not attend for SAFE Registration. 


e Thecustomer attends for SAFE Registration. The customer does not have all required 
documentation, is registered to SAFE level 1, and is requested to bring in all outstanding 
documentation. The customer fails to return with or supply the necessary documentation 
within a specified timeframe. 


ὁ The customer attends for SAFE Registration. Having interviewed the customer, the SAFE 
Supervisor is not satisfied that the person has authenticated their identity to a ‘reasonably 
assured’ jevel and therefore cannot SAFE promote that person to SAFE level 2. The 
customer remains at SAFE level 1. 


WHAT SHOULD NOT BE RECORDED ON THE STOR APP 


e Where the customer has only failed to attend one appointment; they must have failed to 
attend two or more appointments. 


e Where the customer has been asked to return with further documentation within a certain 
time frame, a report should only be entered if the customer fails to return. 


WHEN A CASE HAS BEEN ENTERED ON THE STOR APP AND THE CUSTOMER SUBSEQUENTLY 
CONTACTS THE SAFE OFFICE 


If a customer subsequently makes contact after a report has been entered on the STOR App it is very 
important that this information is entered as a case note on the customer’s record on Bomi. 
Unfortunately, a number of instances have arisen where a communication issued from a scheme 
area to a customer despite the fact that the customer had contacted the Department explaining why 
they could not attend an appointment. This understandably caused unnecessary upset for the 
customer. In such instances, the SAFE officer should add a case note (under maintenance case) on 
the customer record as depicted on the screenshots below. An example of this is where a customer 
phones and states they are housebound, ill, in full time employment or full time caring for relative or 
children etc. 


To enter the case note, right click on the maintenance case and select ‘enter case note’. Select the 
appropriate remark type (e.g. telephone communication) and enter sufficient information on the 
customer's record, 


4B Contnduwon History Foe Nancy Control 


000000 
1 Oven 
eo Level t 
Quarantine Status 
* Virtten Signature captured on 132 20t3 21 14 00 
19129 
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AFemate 
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οὐὐυθθῦ 
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op Levet 1 
Quarantine Status 
* Viren Signmiue captured on 1212-2013 21 16 00 
#1129 


48. RetathonstepsCobecton 
te a Mearsk actorC oberon 


Revoke and re-issue a PSC on SDM/BOMi 


A Public Services Card (PSC) can be revoked and re-issued on SDM/BOMi by any officer who holds 
the ‘LO Card Management’ role. 


Check to ensure that correct place of birth is recorded. 


THE EXPIRY DATE OF THE REPLACEMENT PSC MUST BE UPDATED TO BE THE SAME AS THAT OF THE 
REVOKED PSC. 


On customer screen RC on Grey Bar, LC on Cards & LC on Find All Cards 


New Corespondence Address. | 


New Card 
New SSC Card : 


Fring At Cards ἦα 


y 
2/1996 Ventfied 
| 


1/2012 Verified 


um 
iown 
own 
"bution History For Mary Maggie Control, 


it 

12 

antine Status 

tam Photo captured on: 31/01/2014 18:25:41 
pn Signature captured on: 34/01/2014 18:25:48 


Note: Only a PSC with a status of ‘distributed’ or ‘issued’ can be revoked (cancetled)}. 


RC on selected PSC 


» 014 Distnbuted 


ive PSC +FT Acbate p14 Request Cancetied 


Ife PSC + FT cares, 021 Request Cancelled 


« Previous Claims : ὙΡΒΟ ἘΕΤ wno γἐαεσηβ θοροῦ Onecttas 014 Revoked 
«Previous Once Off Claims : fe PSC +FT Retesh _ 020 Request Cancelled 
οὐ PSC + FT Partner expires on 15/12/2014 Revoked 
fe PSC + FT Pariner expires on 15/12/2014 Revoked 
ἐξ PSC + FT Partner expires on 15/12/2014 Revoked 
Correspondence Address ive PSC Ony expires on 05/09/2020 Revoked 
ive PSC Only expires on 30/04/2019 Request Canceled 
ἄς SSC Issued on 29/06/2012 Current Card - Valid from Issue Date 


=> Unknown 


Gd Contribution History F or Mary Maggie Control, 


t Debt 
level 2 

Quarantine Status 
& Webcam Photo captured on 31/01/2014 18.25.41 
"ἢ Written Signature captured on 31/01/2014 18 25 48 
11187 


πὶ a RelatonshipsCollection 
Je a MeansFaciosColeciion 


It is important to note the expiry date at this stage as you will need this when requesting a 
replacement PSC 


LC Cancel Card 


FT 014 Request Canceked 
ance Car 


ge PSC + FT Ns Request Cancelled 


Cancel Request. ῃ 
YE PSC + FT wno Upgated Tis Onectias: 014 Revoked 


ge PSC +FT Rekesh 020 Request Cancelled 
Ase PSC + FT Partner expires on 15/12/2014 Revoked 

ie PSC + FT Partner expires on 15/12/2014 Revoked 

ae PSC + FT Partner expires on 15/12/2014 Revoked 


»014 Distibuted 


Ye PSC Only expires on 30/04/2019 Requesi Cancelled 
$e SSC Issued on 29/06/2012 Current Card - Vakd from Issue Date 


“Ὁ Unknown 


{a9 Contribution History For Mary Maggie Control, 


1 Debt 
Level 2 

Quarantne Status 
& Webcam Photo captured on 31/01/2014 16:25:41 
ἘΣ Whitten Signature captured on. 31/01/2014 18 25 48 
14187 


{ὁ RelationshipsCollection 
Je a MeansFactorCofection 


It is important that you select the correct PSC Cancellation Reason from dropdown list. 


Ww 
Ε 
ita 


τς el PIGs 


$e PSC + FT Partner expires on 25/04/2021 Ds 
$e PSC + FT Partner expires on 15/12/2014 Rig pce « FT partner expires on 25/04/2024 Distributed 
¥¢ PSC + FT Partner expires on 15/12/2014 RipsccanceliationReason:'| PSC CancellationReason _| 
$e PSC + FT Partner expires on 15/12/2014 R  £ Change of PPSN 
« PSC + FT Partner expires on 15/12/2014 R > Compromise of master key set 
fe PSC + FT Partner expires on 15/12/2014 Revoked > Consol investigations 

¥ePSC + FT Partner expires on 15/12/2014 Request Cancel # Customer did not receive Card 
fe PSC + FT Partner expires on 21/01/2021 Request Cancel #2 Death 

¥e PSC + FT Partner expires on 15/12/2014 Revoked # Destroyedidamaged 


 # Faulty Magstnipe 
¥e PSC + FT Partner expires on 13/12/2020 Request Cancels) Free Travel expired 


CJ 


Ye PSC + FT Partner expires on 15/12/2014 Revoked incorrect PSI data 
¢ PSC + FT Partner expires on 15/12/2014 Revoked aes ὔ 
Ye PSC + FT Partner expires on 15/12/2014 Revoked Misuse 

Se PSC Only expires on 05/09/2020 Revoked J Name change 


¥¢ PSC Only expires on 30/04/2019 Request Cancetled # No jonger on quaiifying payment 
Je SSC Issued on 25/04/2014 Current Card - Valid from Issut No longer resident in state 


We SSC Issued on 29/06/2012 Cancelled Card - Invalid from (42 Non Compliant Photo/Signature 
‘ & Removal of companion entitlement 


Safe Levet: PF Level 2 ᾿Ξ Removal of spouse/partner entitlement 
Quarantine: J Under Review ip Reset Security Questions : 
Current Photo: 4 Webcam Photo captured on. 25, 239 Retumed no apparent reason 

Current Signature: iY Written Signature captured on’ 2&# Returned not known at this address 
Last Updated By ID: 12338 # Stolen 

Smeeiouctsiea εἶ ὉΤῈ τ conpeumi nee are 


Relationships Collection: ΜΕ. α RelationshipsCollection 


To add spouse/partner to free travel 
Ι Means Factor Cosection: {8 MeansFactorCollection & ee 


}-@}Emait Addresses 
UHiljTetephone Numbers 


LC OK 


Ye PSC + FT Pariner expires on 25/04/2021 Drew oa 


ge PSC + FT Partner expires on 15/12/2014 RipsccancesationResson: J Incorrect PSI data « 


¥e PSC + FT Partner expires on 15/12/2014 R [φωχα] 


αἴ PSC + FT Partner expires on 15/12/2014 R 

ας PSC + FT Partner expires on 15/12/2014 Revoked 

fe PSC + FT Partner expires on 15/12/2014 Request Cancelled 
αἷς PSC + FT Partner expires on 21/01/2021 Request Cancelled 
ἧς PSC + FT Partner expires on 15/42/2014 Revoked 

Je PSC + FT Partner expires on 13/42/2020 Request Cancelled 
¢ PSC + FT Partner expires on 15/42/2014 Revoked 

Se PSC + FT Partner expires on 15/12/2014 Revoked 

Se PSC + FT Partner expires on 15/12/2014 Revoked 

$e PSC Only expires on 05/09/2020 Revoked 

ge PSC Only expires on 30/04/2019 Request Cancelled 

ge SSC Issued on 25/04/2014 Current Card - Valid from Issue Date 
fe SSC issued on 29/06/2012 Cancelled Card - Invalid from Cessation Date 


Sate Levet fF Level 2 
Quarantine: » Under Review 
Current Photo: “4: Webcam Photo captured on: 25/04/2014 18:21:46 
Current Signature: ι ἢ Written Signature captured on: 25/04/2014 18:21:51 
Last Updated By (0: 12338 
Consent To Use PSI Data: 

45 RelationshipsCollection 

«ἐξ a MeansFactorCollection 


NB: When requesting a replacement PSC the expiry date must be manually updated (as the 
replacement PSC should have the same expity date as the original PSC). 


RC on Grey Bar, LC on Cards and LC on New Card 


New Conespondence Address... 
New Househotd Address. : 
Nay 

New 5.50 Card 


‘Find aN Cards" 


y 
7/1996 Venfied 


‘C] BjAkemate ! Ds Modly Special sane ea ie 1/2012 Verified 
‘( ¢ Recorded Actions Mody Communication Requirement. ed 
(1 OAcivities Paymenttethods » Kathleen Reynoks Cis Dsp 
‘CF O&Certificates onal Lam aspondence Address 
ΝΒ GCertifier Certificates AG New Relationship... sh 
(Email Addresses Assign Maintenance Case ‘um 
-Cletephone Numbers own 
ὉΠ Previous Addresses own 
nbution History For Mary Maggie Control. 


it 

12 

antine Status 

cam Photo captured on: 31/01/2014 18.25.41 
2n Signature captured on: 31/01/2014 18:25:48 


a RelatonstipsCollection 
Ye a MeansFactorCotlection 


RC on Grey Bar on the Unsaved PSCCard box 
LC on Update 


LC on Update Expiry Date 


E¥ePsc. + FT Pariner expires on 03/02/20 activate Card | pPuc Services Card 


- καὶ Recorded Actions Save © +a Mary Maggie Control, 


Cancel Card... 
Ὰ προς. vps: #PSC + FT Partner 


Who Updated This Odect Last > Reguar 
τς Ὁ ‘xpiry Date: 03/02/2021 


Send To Household Address: x 
Send To Correspondence Addresa: 
Sand To Local Office: Local Office 
Production Request Status: Requested 
Card Request Number: 
Card Issue Number. 
Date Crested: 24/02/2014 
; PSC Cancellation Reason 


Associated Safe Registration: Safe Registration 


F Level 2 
Quarartine Status 
Δ. Webcam Photo captured on. 31/01/2014 18:25 41 
‘2 Written Signature captured on: 31/01/2014 18:25:48 
Last Updated By #0: 11187 


Consent To Use PS! Data: 
Relationships Collection. Ba RelatonshipsCotlection 
Menna factor Collection: Ἔα MeansFactorCokecton 


Important: Enter expiry date as per expiry date on previous PSC. 


LC OK and LC Save & Close 


03/02/2024 
Send To Househotd Address: x 
Send To Correspondence Address: ; 
Send To Local OtMice: Local Office 
Production Request Status: Requested 
Card Request Number: 
Card Issue Number: 
Bate Created: 24/02/2014 
Canceflation Reason: PSC Cancellation Reason 
ΡΝ: 
Associated Sate Registration: Sate Registration 


& Level 2 
Quarantine Status 
Webcam Photo captured on 31/01/2014 18 25:41 
..” Whiten Signature captured on: 31/01/2014 18 25 48 
11187 
Cansent To {πὸ PS! Data: 
Relationships Cotection: | 4 a RelajionshpsCollection 
Means Factor Collection: «ἐξ a MeansFactorCofsection 


ς Public Services Card 
Card Owner: Si, Mary Maggie Control, 
PSC Card Type: & PSC + FT Partner 
Priontty: > Regiaar 
Expiry Dats: 15/12/2014 
Send To Household Address: x 


Send To Correspondence Addreas: 

Send To Loca Office: Local Office 

Producnon Request Siatua: -& Requested 

Card Request Number: 

Card issues Number, 

Dats Created: 24/02/2014 

Cancefation Reason: PSC Cancewation Reason 
Pa: 

Associated Sate Registration Safe Registration 


- Level 2 
Quarantne Status 

4) Webcam Photo captured on 34/04/2014 18°25 41 
Current Signatute: τ Wnitten Signature captured on 31/01/2014 18 25 48 
Last Updeted By Ὁ: 41187 
Consent Jo Ue PS! Det: 

§£ a RelationshipsCollection 

ea MeansFactorColection 


The new PSC will issue with the original expiry date. 


Creating Customer Awaiting PPSN & 
Promotion to SAFE Level 2 


Once a Basis Search has been carried out and you are satisfied that the Customer does not 
have a PPS No. 


RC on Customer 


LC on “Create Customer Awaiting PPSN” 


‘ElfeBelle Cinders Control {New} aon { Customer 


J . 

eben da Request Prat x Click this check box to 
| : State: New 

(> PeActivites cae canons request a PPSN 

__.- 6E. Customer Cases 


Date Οἵ Receipt: O3/05/2012 
Cllerm Tate: με 

Clie First Name: Belle Cinders 
Cltent Susname: Control 

Client Sufix: Suffix Format 
faFemale 


gziPassport 
Place Of Barth: Timbuktu 
Country Of Birth: Mall 
Mothes s Birth Sia name: Beast 
Barth Surname: Ella 
Wsingie 


Dotn Ver Source: Marnage Verification Source 
Date Of Death: 

Dod Ver Sotace: Death Verification Source 
Retated Custoenet: } Customer 

Relationship Of Existing Customer To This Petsax = Relationship Type 
Use Household Ack ess Of Related Customer: ἱ 
Adk& ess: {Use menu action to add Address) 
(Lise menu action to add Telephone) 


Fill in each of the relevant free text boxes and dropdowns, Name, DOB, etc. 


Make sure to use the correct details and spellings taken from the documents presented 
not the REG1 form. The Request PPSN box MUST be ticked. 


To add in an address and phone number RC the grey bar at the top and LC on New address 
or New Telephone Number 


Save 
Ei eBelle Cinders Control (Ne New Scheme Case... | Customer 


Naw Address. : 


-FeAlternate IDs New Telephone Number.. Ἶ 
3 eed eueee, - terre meg RC Grey bar to add address 


Quarantine ᾿ and phone number 
Communications ¢ 


Withdraw Application : 
Add Scanned Correspondence | ΠΟ 


Safe Promotion : ; 
Add Altemate ID... Suffix Format 


Save incomplete faFemate 
Date Of Bath: 
Dob Vet Sotnce: fgiPassport 
Place Of Birth: Timbuktu 
Country Of Bitiz Mali 
Mothers Bath Sannaine: Beast 
Birth Sunname: Ella 
Civil Status: WB Single 
Date Of Mariage: 
Dom Ver Som ce: Marnage Verification Source 
Dame Of Dest: 
Dod Ver Soince: Death Verification Source 
Related Customer: | Customer 
Relationship Of Existing Customer To This Person Relationship Type 
Use Houseltold Addtess Of Related Customer: 


(Use menu action to add Address) 
(Use menu action to add Telephone} 


When you have completed the address/telephone number LC OK and it will update the 
CustomerAwaitingPPSN object 


Se Bede Cinders Comiol (New! 
Line 1; COG McGourty CIS 
Lime 2; OSPF Shannen Lodge 
Line 2: δίς ἃ On Shannon 
County 
treland 


Lox ] Ucancer] 


When all the data fields have been fully completed and checked, LC save on the bottom and 
request PPS No will be completed. 


Ute Housetiohd Acki on Of Redated Cusiomet: 
Add oss: COG MceGouny CIS Ὁ 


On the top of the CustomerAwaitingPPSN object you will see it now has an ID number. 


number should be written on the REG1 and used if you need to retrieve that Customer 


before a PPS No has been allocated. 


ld 

I customer: | Customer 
Request Ppsn: ir acl 
State: Pending 


Date Requested: 03/05/2012 


PNA PENI INES AOS 


If the Customer has an EU or UK Insurance No. to be recorded, it can be added as an 
Alternate iD at this point. To do this: 


RC the grey bar up top and select Add Alternate !D 


Complete the details and LC OK. 


He Behe Cinders Contrel, 06819281 (Pending) 
AnomeDIype: | Altermate iO Type 
ARM 


New Scheme Case . 
5 4feBete Cinders Controt, — 
- Recorded Actons Adaress 
New Telephone Number. 
ἐ τ -§eAkomate |Ds Who Updates This Cbiect Last 
SeActnes Update 
er Customer Cases Quarantine 
Commune abons 
Waihdrew Appi ation 
Add Scanned Comespordence 
Sale Pramobon 


This 


To SAFE promote the customer, RC the grey bar and LC Safe Promotion 
{- ols) 


New Scheme Case... ΓΊΓΙΓΙ 
i Relate Customer... 


4 
τὰ , ' New Address... 
πον Recorded Actions yew Telephone Number... 


| Customer 
- Alternate | Ds Who Updated This Object Last 


Γ 
| Temporary 

Date Requested: 27/07/2012 

Date Of Receipt: 27/07/2012 

Cliett Title: err 

Client First Name: John 

Cliem Surname: Smith 

Cllent Sufix: Suffix Format 

Sex: ea Male 

Date Of Birtty: 25/01/1982 

Dob Ver Sow ce: qwiPassport 

Place Of Birth: Duolin 

Country Of Birth: @ ireland 

Mothers Birth Surname: 05 Santos Marchant 

Buth Surname: Dos Santos Marchant Smith 
Civil Statue: single 

Date Of Maitiayge: 

Doin Ver Source: Marriage Verification Source 
Date Of Death: 

Dod Ver Source: Death Verification Source 
Related Customer: | Customer 

Relationship Of Existing Customer To This Person: Relationship Type 

Use Household Address Of Related Customer: 
Addiess: 


|--—-pActivities Update 


> 
Customer Cases  Guarantine » 
Cammunicatlons > 


| 
| 
t 
Withdraw Application 
Request PPSN 

Add Scanned Correspondence 
[Sate Promotion νος 
Add Alternate ID... i 
Save incomplete 


(Use menu action to add Teleph¢ 


To take the photo RC the grey bar on top and LC Photo then LC Capture Photo 


UNSAVE D SatePromotionprocens: 
2 fe Mickey Mouse Control, 
t-~ ieCheck Lists 

δε ες κῆρ Documents 


The Photo Object will open 


we SAFE 


cS 1-- ΠῚ ΤῊ 
> Signature 
” Voice 


Verity PSI Data Set 

Update Verified PSI Data Set 

Add Gcanned Correspondence 

By Pass Documentation Validation... 
Save 

Who Updated This Onject Last 


ν 
» 
,». 
» 


Ἀ540 identity Document... 


Death: 

Mothers Birth Surmame: 

Housencotd Address: 

NationaMty: 

Birth Surmmame: 

Supporting Documentt: 

Supporting Documrent2: 

Supporting Documents: 

Security Question: 

Securmy Answert: 

Security Question2: 

Secucity Answer?2: 

Photo: 

Written Signature: 

Voice Riometnc: 

Creates On: 

Expires On: 

Customer Detaits Venfied 
Supporting Documents Venfied 
Customers Photo Venfied 
Customers Signature Verifted: 
Mobite Certification Tarma And Conditions Sugned: 
Password: 

Request PSC Card: 

By Pass Documentation Vakdiaton Reason: 
System Checks Comptete: 


[save J | Save & close | {_Discare | 


Registration Photo Capture V2.1 


fa Mickey Mouse Control, 
Customer 

ow Level 1 

Mé Mickey Mouse Control 

2 Mate 

£2109/02/1960 Venfied 

i. 


μὰ 

Minnie 

π᾿ Jimcdonnell Cis Dsp 
@ ireland 


Supporting Document Type 
Supporting Document Type 
Supporting Document Type 
Secunty Questron 


Security Question 


| Photo 

Written Signature 

Voice Biometric 
10/05/2012 
10/05/2019 


x 
By Pass Supporting Documenalion Reason 


After clicking Start, this 
application will attempt to 
capture a compliant image 
and display it here. 


After you have verified the 
image as compliant, either 
Accept the image or click 

Start again to re-capture. 


lf issues are detected in 
automatically capturing a 
compliant image, a Take 
button will be made 
available for manual control. 


LC on “START” and the live image of the customer will appear in the window on the left hand 
side as shown below. 


mi? SAFE Registration Photo Capture V2.1 
PCs Ὡς τ π΄: 


After clicking Start. this 
application will attempt to 
capture a compliant image 

and display it here. 


After you have verified the 
image as compliant, either 
Accept the image or click 

Start again to re-capture. 


If issues are detected in 
automatically capturing a 
compliant image, a Take 
button will be made 
available for manual controi. 


Position the customer centrally in the camera view and advise them to face the camera and 
keep their mouth closed. If the customer is too far from the webcam the officer should 
reposition him/her closer to the camera. The customer should be able to touch the camera 
without leaning forward. 


Eyes Frontal Measurement — looking directly at the camera lens does not always result in 
Eyes Frontal compliance and, in many cases, looking slightly below the lens (towards the 
red illuminated circle/Logitech symbol on the webcam) can give better results. 


The software will AUTOMATICALLY take a picture of the customer. This will take a few 
seconds and, in some cases, may take up to 30 seconds. The cropped image will appear in 
the window on the right hand side as shown below: 


wy SAFE Registration Photo Capture V2.1 


If the captured image is acceptable LC “Accept Compliant Image” 


Non-Compliant Images 


Occasionally the software will not be able to automatically capture a compliant image and in 
this case the “START” button will be replaced by a “TAKE” button. (after approx 30 seconds 
has elapsed). This is shown below: 


Big TSAFE Registration Photo Capture VZ. 


After clicking Start. this 
application will attempt to 
capture a compliant image 

and display it here. 


After you have verified the 
image as compliant, either 
Accept the image or click 

Start again to re-capture. 


If issues are detected in 
automatically capturing a 
compliant image. a Take 
button will be made 
available for manual control. 


LC the “TAKE” button and this will capture an image as shown below: 


This may turn out to be a compliant image but in most cases the image will be non- 
compliant. 


If the non-compliant image is acceptable the SAFE Officer then accepts the image by LC on 
“Accept NON-Compliant Image” as shown above. 


For non-compliant images a supervisor must carry out the “Verify Non-Compliant Image” 
function. 


To capture the Customers Signature RC the grey bar at the Top, LC Signature and LC 
Capture Signature 


UMSAVED SatePromotionProcess = Photo » ἘΝ πα ΝΠ ent 
E}4feMickey Mouse Control, PSignare Mickey Mouse Control, 


Ξ . Voice 
age Check Lists Verty PSI Data Set Customer 
~—JeDocuments Update Verified PSI Data Set flevel 1 
Add Scanned Correspondence M4 Mickey Mouse Contro! 
By Pass Documentation Validation... | @aMale 


Save . £)09/02/1960 Verified 
Who Updated This Object Last 


Add identity Document... 
Death ee ae 


Mothers Birth Sumame: Minnie 

Househok Address: *s Jmcdonnell Cis Dsp 
Nationatity: @ ireland 

Birth Sumame: 

Supporting Document: Supporting Document Type 
Supporting Document2: Supporting Document Type 
Supporting Document3: Supporting Document Type 
Security Question1: Security Question °° 


Security Answer1: 


Security Question2: Secunty Question - 
Security Answer2: se ok ot 

Photo: | Photo 

Written Signature: Written Signature 
Voice Biometric: Voice Biometric 
Created On: 10/05/2012 

Expires On: 10/05/2019 

Customer Details Verified: > 

Supporting Documents Verified: 

Customers Photo Verified: 

Customers Signature Venfied: > 

Mobile Certification Terms And Conditions Signed: ᾿ 

Password: faced 

Request PSC Cari: ΧΙ 

By Pass Documentation Vatidation Reason: By Pass Supporting Documenation Reason 
System Checks Complete: 4 


The Signature Box will appear. 


\f the Signature is ok, LC Accept. If it needs to be re-taken LC on the Re-Capture button. 


if, at this stage you wish to SAVE the photograph and signature, tick the Customers Photo 
Verified and Customers Signature Verified boxes and insert your Password. 
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Record the Supporting Documents provided by the Customer by LC on the drop down menu. 


Customer: ἄρ John Smith 
| -- eCheck Lists Custotner Rept eseitative: Customer 
|__-4eDocuments : Level 4 

John Smith 
@aMale 
25/01/1982 


Mothers Birth Surname: Dos Santos Marchant 

Nationality: @MeEngand 

Birth Surname: Dos Santos Marchant 

Supporting Documers 1: '& Passport Pees 

Suppoiting Documem2: i” Address on file quoted by customer 
Supporting Document3: if Birth Certificate (Long Form) 


Seciatty Question: 3 Driving License 
Security Answer: AGRO ᾿ 
Secu ty Question2: Aimmigration Card 
Ξ & National ID (non-lrish) 
Security Answer 2: Other Photo ID 
Photo: _p Other Proof of Address 
Witten Signature: - Passport 
Voice Biomettic: 4 Utility Bul 
Created On: 27/07/2012 
Expires On: 271|072022 
Customer Details Verified: 
Supporting Documents Verified 
Customers Photo Verified: 


Details of any Identity Documents presented should be added now. In this case the 
Customer provided a Passport so the Passport No. will be recorded under Add identity 
Documents. 


RC on the grey bar and LC on Add Identity Document. 


mB SDM 


Photo > 
EreJonn Smith Signature o1 


Ye John Smith 


[oko Yolce +: Customer 
᾿ aera Verity PSt Data Set > “Oi evel 1 
Updete Verified PSI Data Set ν᾿ ; 
Add Scanned Correspondence dohn Smith 
By Pass Documentation Validation... CaMale 
Save 25/01/1982 
Who Undated This Objact Last 
se sare Oocumeant 
Mothers Sith Surname: Dos Santos Marchant 
Nationality: @ England 
Birth Surnaine: Dos Santos Marchant 
Supporthig Document 1: - Passport 
Supporting Document2: Supporting Document Type 
Supporting Documem3: Supporting Document Type 
Security Question1: Security Question 
Secuttty Answer 1: 
Security Question2: Security Question: - 
Secuttty Answet 2: 
Ptroto; | Phato 
Written Signature: Yvritten Signature 
Voice Siometsic: Voice Biometric 
Created On: 27/07/2012 


Exphes On: 27/07 2022 
Customer Details Verified : 
Supporting Documents Verified: 

Customers Photo Verified: 


Save i| Save & Cloes {| Discard j 
Add Identity Document... 
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The Add Identity Document box will open. 


feFenie Control, 


Document Number; | 


Document Type: Identity Dacument Type “~~ 
Country of issue: Country ~" 


Insert Document Number. Select Identity Document Type and Country from drop down lists 
and LC OK. 
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Security Questions 


Ask the customer to pick 2 security questions from the list provided. In the two security 
question fields LC the drop down arrow and click on the question they have chosen. Under 
each question LC on the free text line and type in the answer for each of the 2 questions 


Δ Chent Kdentity Conyol 
Customer Representative: Customer 
»» Level 1 

Chent identity Contpo 
Δ Female 


Testy 
Nationabity: @ Angola 
Birth Sumeme: Cis 
Supporting Document?: & Butth Cegificate {1 ong Form) 
Supporting Document?: & Nationaf ID (noninsh) 
Supporting Docament3: PF Uthty Bl 
Security Question?: "_Securfly Question 7 __ 
Security Answert > What is the middie name of your oldest ΟΠ ΚΤ) 
Security Question2: > What is your favounte sport? 
Security Answer?: é What is your matemal grandmother's birth surname? 
Proto: >» What is your oldest child’s birth month (eg January}? 


op What primary school did you attend? 
# What was the location of your first employment? 


voce prima > What was the make of your first car? 

Crested On: >What was the sumame of your best chikdhood friend? 
Expires On: >What was your chikihood nckname? 

Customer Details Venfied’ |.) Where was your first holiday? 


Supporting Documents Verified 

Customers Photo Venfied 

Customers Signature Verified 

Mobée Certification Terms And Condétiona Signed: 
Password 

Request PSC Card: x 
System Checks Complete: 


Ἐπ soma ἘΠ ΠῚ 


Security Question1: & What is your favourite sport? “᾿ 

Security Answer1: (6 (0) | RCRA el Oe el OE 7 et ΠΝ 
Security Question2: > What was the make of your first car? ° 
Security Answer2: 9.0 eS OO ΠΤ 


13 


When you have taken the photo and signature, checked and inserted or updated the 
customer details, checked the supporting documents, selected them in the drop down lists 
and scanned them on, you must click on the check boxes shown below in order to allow you 
to save the SAFE promotion. 


Birth Sumame: Cis 

Supporting Documentt: > Birth Certificate (Long Form) ~~ 

Supporting Documentz: National ID (non-Irish) = 

Supporting Document3: > utility Bill = 

Security Question: é What is your favourite sport? — 

Security Answert: QOW  Ἕ᾽. aN hoe - Κὶς 
Security Question2: > What was the make of your first car? = 
Security Answer2: golf _ 
Photo: | Photo 

Written Signature: Written Signature 

Voice Biometric: Voice Biometric 

Created On: 24/01/2012 

Expires On: 24/01/2022 

Customer Details Verified: x! Hiei each oF τῆς ἢ 
Supporting Documents Verified: x check boxes. If you have 
Customers Photo Verified: x clicked it properly it will 
Customers Signature Verified: Χ be filled with an X 


Mobile Certification Terms And Conditions Signed: _| 
Password: 
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To save the SAFE Promotion, you must put your certificate password in the box below. This 
will finalise the SAFE promotion once you have completed all the necessary fields. 


Customer: 
Customer Representative: 
Safe Levet 


Death: 

Mothers Birth Surname: 
Household Address: 
Nationaity: 

Birth Surname: 
Supporting Documentt: 
Supporting Document2: 
Supporting Documents: 
Security Question t: 
Security Ansvweert: 
Security Question2: 
Security Answer2: 
Phote: 

Witten Signature: 


Enter password. 


LC Save and Close. 


ΠΡΡΈΠΙΠΟ Docume» Véenmned: 
Customers Photo Verified. 
Customets Signature Verified: 


74 Mickey Mouse Control, 
Customer 

> Level 1 

μέ Mickey Mouse Control 

gama 

£27)09/02/1960 Venfied 

(a 

Minnie 

ΕΓ Jmcdonnell Cis Dsp 

@ ireland 


Passport: - 
PGRO -- 
> Utility Bill 
& What is your favourite sport? ~ 
gof. verre Bhs 
>What was the make of your first car? 
polo 

1 Photo 

Written Signature 

Voice Biometric 
10/05/2012 
10/05/2019 


Mobile Certifidation Terms And Conditions Signed: : 


Password: 

Request PSC Card 

By Pass Documentation Vaiidation Reason: 
System Checks Complete: 


By Pass Supporting Documenation Reason 


x 
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lf you realise, after having saved the SAFE Promotion, that you forgot to Add Identity 
Documents you can do this by going to Activities on the Customer and selecting the current 


SAFE Promotion. 


LC on the White Box to the 


left of Activities 


RC on the (Current) SAFE Registration and LC on Add Identity Document 


Ey 74Duey Control, 

CHigNames 

(Cf Customer Cases 

5: ( Ξιποπὶθς 

{_}(@Payment Methods 

ine ‘Previous Claims 

i }-_ ‘Previous Once Off Claims 

+} [Alternate | Ds 

ΗΠ} ,“Recorded Actions 
L=hOActivities 


4} Answer Security Questions... 


ΕΣ Add identity Document... 


New Safe Promotion 


ΠΗ͂ Who Updated This Object Last 
HB view Security Question Answers 
Uta" Clear association 

_Refresh 


re] afe Registration L 


Document Number: ee ee ee, 


Document Type: Identity 


PPSN: 

Sex: 

Usage Naine: 

Birth Staname: 
Mothers Birth Surname: 


Marriage:CMi Partnership: 
Ci Status: 
Household Address: 


ie Safe Registration Level 2 (EXPIRED Correspondence Address: 


ition Level 2 (CURRE 
Special Needs Type: 


Corttribution History: 


Current Signature: 

Last Updated By ID: 
Consent To Use PSI Data: 
Relationships Collection: 


evel 2 (CURRENT) 


Document Type τ΄ 


Country of issue: Country = 


Enter the details and LC OK. 
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Communic ation Requnemeit: 


ta Male 

ME Duey Control 

Clark 

Murphy 

Ro109/07/1985 Verified 
( 

8 


®BDivorced 

"J Mcdonneil Cis Social W 
Correspondence Address 

© English 

@ Netherlands 

a Unknown 

a Unknown 

(a9 Contribution History For Duey Control, 


ooeoo00a 

| Debt 
pLevel 2 

Quarantine Status 
g Webcam Photo captured on: 23/05/2012 14: 
.” Written Signature captured on: 23/05/2012 1 
15071 


41 a RolationshipsCollection 


safe G 


SAFE Registration 
Process Manual 1-2 


Version Date: 21 March 2013 


Contents 


1. Performing a Basis Search 


2.Performing a SAFE Promotion 
3. Entering and Updating Customer PSI Data Set 


4. Scanning 
5. Resolving Check List tem on a SAFE Promotion 
6. Card Management 


1. Performing a Basis Search 


To find Customer's PPS No. do a Basis Search using customer's name or first initials and date of birth 


Right Click (RC) on Customer 
Left Click (LC) on Basis Search 


Do a search using the Customers name or 
initials and date of birth. 


If a person has either multiple PPSN’s or a 
Level W number, create a task and send it 
to CIS 


4customer 


BBith Suwtame: 
Date Of Birth: 
Mothers Birth Surname: 
m Addi ess Line 1: 
Address Line 2; 
Address Line 3: 
County. 


lf only one customer matches the search it will automatically open that customer's record. 


CaFemale 


1) BiNames 
ΜΗ Carla Control 


-CherCustomer Cases 
ΓῚ Schemes Birth Surname: 
‘CaP ayment Methods Mothers Birth Surname: Me Grath 
C1, ‘Previous Claims 

‘(I Previous Once Off Claims 

ἘΠ BpAltemate | Ds Mattiage:Civil Partner ship: 


-(} Recorded Actions Chal Status: WMaried 
‘Li Q Activities Household Address: "eC O G Mc Gourty 


+H ertificates Correspondence Address: Correspondence Address 
(1 Certifier Certificates = 


‘LH@}Email Addresses 
+CHijTelephene Numbers 


‘} @’Previous Addresses 


Quarantine Status 
Webcam Photo captured on: 29/06/2012 19:37:25 
Current Signature: i? Written Signature captured on: 29/06/2012 19:37:42 
Last Updated By iD: 11205 
Consein To Use PSI Data: 
Retationships Collection, a RelationshipsCollection 


Ask the customer what their PPS No. is and verify it against the one you have found. 


If you get a list of returned PPSN’s, RC on the one you want to open and LC on Get Customer. 


2. Performing a Safe Promotion 


With the customer option open, RC the grey bar and LC “Safe promotion”, as follows: 


ΕἸ μὰ Xobimbo Xobalts, 
{CL} Names 
-L}f2Customer Cases 
‘C+@Schemes 


RC the grey bar and LC “SAFE 


Promotion” 


‘DGikCentiice ates 
-HfeCertifier Certificates 
“BO Activiti eS 

ΗΕ τη! Addresses 
ἩΠΗΝΏΤϑιϑρποπθ Numbers 
‘CHa?Previous Addresses 


To Promote somebody: 


Current Photo: 
Current Signature: 
Last Updated Sy WD: 


Retationships Colection: 


New Scheme Casa... 

New Corraspondence Address... 
New Household Address... 

Add Email Address... 

Add Teisphone Number... 
Specify Sax... 

Enter Sirth Sumame... 

Enter Mothers Birth Surname... 
Specity Nationality... 

Specify Language Preference... 
Modify Special Needs Type... 
Modify Communication Requirement... 


: PaymentMethods 


Who Updated This Object Last 


" Chack Certificates... 


Change Civil Status... 
Issue Homemakers Communication 


. Add New Relationship... 


Assign Maintenance Case 
Issus Request Retum Certificate 


τ Add Altarnate ID... 


Send E Farr... 

Send SMS... 

New Business Activity... 
Safe Promotion 

Print Paper Cases... 


lor Xodbimbo Xxxbails , 


BH vvencam PhotO Captred on: OG/0E/2010 
.# Written Signature captured on: 09/06/2010 


2007 


RC the grey Bar on top and LC on Photo and LC Capture Photo 


UNSAVED SatePromotionProcess 


EiteMickey Mouse Haji Control, 


PeCheck Lists 
~~-feDocuments 


ΟΕ Capture Photo | 


Signeiwe 
Voice 
Verity PSI Data Sel 


Update Veried PSt Dats Set 
Add Scanned Correspondence 


By Pass Documentation Validation... | 


Save 


Who Updated This Object Last 


Ad identity Document... 
στ υνσαιπ. : 


Mothers Girth Sumame: 


Househol Address: 


Nationality: 
Barth Surname: 


Supporting Documentt: 
Supporting Document2; 
Supporting Document3: 
Security Question1: 


@ ireland 
Control 


& a RelationshipsCollection 


Ἂ Mickey Mouse Haji Control, 


> 

μὲ Customer 

᾿ p Level 1 
μέ Mickey Mouse Haji Control 


"5 Umcdonnell Cis Dsp 


Supporting Document Type — 
Supporting Document Type ~~ 
Supporting Document Type Ὁ 
Secunty Question 


The Photo Object will open 


αἰ SAFE Registration Photo Capture V2.1 


After clicking Start. this 
application will attempt to 
capture a compliant image 

and display it here. 


After you have verified the 
image as compliant. either 
Accept the image or click 

Start again to re-capture. 


If issues are detected in 
automatically capturing a 
compliant image. a Take 
button will be made 
available for manual control. 


LC on “Start” and the live image of the customer will appear in the window on the left hand side 
as shown below. 


s@ SAFE Registration Photo Capture V2.1 


After clicking Start, this 
application will attempt to 
capture a compliant image 

and display it here. 


After you have verified the 
image as compliant, either 
Accept the image or click 

Start again to re-capture. 


If issues are detected in 
automatically capturing a 
compliant image, a Take 
button will be made 
available for manual control. 


Position the customer centrally in the camera view and advise them to face the camera and 
keep their mouth closed. If the customer is too far from the webcam the officer should 


reposition him/her closer to the camera. The customer should be able to touch the camera 
without leaning forward. 


Eyes Frontal Measurement — looking directly at the camera lens does not always result in Eyes 
Frontal compliance and, in many cases, looking slightly below the lens (towards the red 
illuminated circle/Logitech symbol on the webcam) can give better results. 


The software will AUTOMATICALLY take a picture of the customer. This will take a few seconds 
but, in some cases, may take up to 30 seconds. The cropped image will appear in the window 
on the right hand side as shown below: 


tip SAFE Registration Photo Capture V2.1 


If the captured image is acceptable LC “Accept Compliant Image” 


Non-Compliant Images 


Occasionally the software will not be able to automatically capture a compliant image and in this 
case the “START” button will be replaced by a “TAKE” button. (after approx 30 seconds has 
elapsed). This is shown below: 


FRoart Regisvation Photo Capture Wal 


After clicking Start, this 
application will attempt to 
capture a compliant image 
and display it here. 


After you have verified the 
image as compliant, either 
Accept the image or click 

Start again to re-capture. 


If issues are detected in 
automatically capturing a 
compliant image, a Take 
button will be made 
available for manual control. 


By clicking the “TAKE” button you will capture an image as shown below: 


This may be turn out to be a compliant image but in most cases will be a non-compliant Image. 


If the non-compliant image is acceptable the SAFE Officer then accepts the image by LC on 
“Accept NON-Compliant Image” as shown above. 


For non-compliant images a supervisor must carry out the “Verify Non-Compliant Image” 
function. 


To capture the signature RC the grey bar, LC Signature, then LC Capture Signature 


- Photo > yp citares ον ας Geena gia ΡΞ 
«ἘΠΕ | Capture Signature | Mickey Mouse Control, 
Voice 


» 
Verity PSI Data Set > occa a 
Update Verified PSIData 5Βιὶ᾽ ν᾽ # Leve 
Add Scanned Correspondence ME Mickey Mouse Control 
8y Pass Documentation Validation... . ea Male 


Save £)09/02/1960 Verified 
Who Updated This Object Last ᾿ a 
Ae) 


Minnie 
Househod Address: *s Jmcdonnell Cis Dsp 
Nationality: @lreland 
Barth Sumame: 
Supporting Documentt: Supporting Document Type 
Supporting Document: Supporting Document Type ᾿ 
Supporting Documents: Supporting Document Type - 
Security Question1: Security Question 
Security Answert; 
Security Question2: Secunty Question ~~ 
Security Answer?: 
Photo: | Photo 
Written Signature: Written Signature 
Voice Biometric: Voice Biometric 
Created On: 10/05/2012 
Expires On: 10/05/2019 
Customer Detaiis Verified: 
Supporting Documents Verified: 
Customers Photo Verified: 
Customers Signature Verified: 
Mobite Certification Terms And Conditions Signed: 
Password: 
Request PSC Card: x 
By Pass Documentation Validation Reason: By Pass Supporting Documenation Reason 
System Checks Complete: 


The Signature Box will appear. 


Signature Capture Date: Wednesday 26 May 2010 


lf the Signature is ok LC Accept. If it needs to be retaken, LC on Re-Capture. Signatures should 
be compared with the identity documents provided. 


lf, at this stage you wish to SAVE the photograph and signature only, tick the Customers Photo 
Verified and Customers Signature Verified boxes and insert your Password. 


Next Enter or Update the necessary PSI data (refer to chapter 3) 


Record the Supporting Documents provided by the Customer by clicking on the drop down 
menu. 


74, Cher Kdentity Control, 
Customer 

Plevelt 

Clem identity Control 

Female 


Testy 
@Angoia 
Cis 
"Supporting Document Type ¥ 
> Birth Cerificate (Long Form) 
Dring License 
> migration Card 
# National ID (nontrish) 
(% Other Photo ID 
# Other Proof of Address 
» Passport 


fo Uthty Bill 
WITeR Signature 


Vorce Biometnc 

24/01/2012 

24/0 1/2022 
Customer Details Verified 
Supporting Documents Verified 
Customers Photo Verified 
Customers Signature Venfied: 
Mobile Certification Tenna And Conditions Signed: 
Password 
Reques! PSC Card: 
System Checks Compiste: 


[seve |[ saves cose ]{ πωκαν ] 


x 
x 


Scan on any documents presented by the customer. 


Details of any Identity Documents presented should be added now. in this case the Customer 
provided a Passport so the Passport No. will be recorded under Add Identity Documents. 


RC on the grey bar and LC on Add Identity Document. 


-EifeEenie Control, Customer. 
-PeCheck Lists Customer Representative: Verity PSI Data Sat 
| . ¥eDocuments Sate Levet | Upeate Verited Psi Data Set 
Usage Name: K | Add Scanned Correspondence 
wi: 341 By Pass Documentation Validation... 
_ Save 
ashi ES)" wno upaated This Object Last 
ae Aga erty Document 
Death: fr} 
Mothers Birth Sumame: Cis 
Household Address: "sg Gmegoury Cis 
Natonaiity: @ Other 
Birth Summame: 
Supporting Documentt: Supporting Document Type 
Supporting Document2: Supporting Document Type 
Supporting Document3: Supporting Document Type 
Security Question?: Security Question © 
Security Answer: ; 
Security Question2: Secunty Question 
Security Answer?2: me ὩΣ . ‘ , 
Photo: Ἂν Webcam Photo captured on: 30/03/2012 14:46:13 
Written Signature: ? Written Signature captured on. 30/03/2012 14:47:09 
Voice Biometric: Voice Biometnc 
Created On: 08/06/2012 
Expires On: 08/06/2019 
Customer Details Verified: 7 
Supporting Documents Verified: 
Customers Photo Verified: x 
Customers Signature Verified: xX 
Monde Certification Terms And Conditions Signed: 
Password: 
Request PSC Card: Χ' 
Βγ Pass Documentation Validation Reason: By Pass Supporting Documenation Reason 
System Checks Complete: x 


The Add Identity Document box will open. 


¥¢ Eenie Control. 


Document Number: 


Document Type: Identity Document Type ~~ 
Country of Issue: Country ~~ 


insert Document Number. Select Identity Document Type and Country from drop down lists and 
LC OK. 


Ask the customer to pick 2 security questions from the list provided. in the two security question 
fields hit the drop down arrow and click on the question they have chosen. Under each question 
click on the free text line and type in the answer for each of the 2 questions 


ins 


-y θέσθε Cams 
1 ty *eentous Once OF Cigime 
i) ()Asemete | Dn 


Security Question?: 
Secunty Answert: 
Security Question?2: 
Secunty Answer2: 


ments“ 


SD Clean saentty Coat 
Cursors 

a» lewd! 

Cheng κενὴν Montini 

Qt ane 


lewy 

Bango 

cot 

» Birth Contec ate (Los Fag 
a> Habrnal E> (on-trsn} 


crak? 

hal 1 your freon spent? 
Wes) 5 you maleinai grandmaine 5 beth sup cages? 
2 ἌΡοι ἐς yor odes! ΓΙΝΙ͂ ς tats month (6 g larry}? 
> Wha) proneny choot oid you aber? 
» Wrall «Ἂς Me locaton οἱ γόιγ MST evict? 
ἃ Whal eas the mame of por fret cw? 
2 δὰ was the τυὐντμα of yas bee’ ¢ fetta Peper? 
“αὶ gas ou Chien merkrarne? 

Customer Detais Verte κ᾽ Where was sour fr noted? 

ΒΦ ΜῊ) Dac uments Ver fied 

Canton: Prato Verfied 

Customers Sijnanure ψοπῆρα 

otis ( ori wes Tartes Aang { crtnons Saget 

Poesood 

Reagent PIC <a Χ 

ὑγῶσν Cece ( ornpeete κ 


> What is your favourite sport? — 


What was the make of your first car? ~~ 
gof = 


When you have taken the photo and signature, checked and inserted or updated the customer 
details, checked the supporting documents, selected them in the drop down lists and scanned 
them on, you must click on the check boxes shown below in order to allow you to save the Safe 
promotion. 


Birth Sumame: 
Supporting Documentt: 
Supporting Document2: 
Supporting Document3: 
Security Question: 


CIs 
Birth Certificate (Long Form) ~ 
# National ID (non-Irish) ~~ 


f Utility Bill = 
What is your favourite sport? “" 


Security Answer: OM τ τέ ποτ 1 σνν 
Security Question2: > What was the make of your first car? ~ 
Security Answer2: golf. 
Photo: | Photo 
Written Signature: Written Signature 

Voice Biometric: Voice Biometric 

Created On: 24/01/2012 

Expires On: 24/01/2022 

Customer Details Verified: x iC ineack of thed 
Supporting Documents Venified: check boxes. If you 
Customers Photo Verified: x have clicked it properly 
Customers Signature Verified: Itewill-be tilled within αὶ 
Mobile Certification Terms And Conditions Signed: | 

Password: 


To save the SAFE Promotion, you must put your certificate password on the line below. This 
will complete the SAFE promotion once you have completed all the necessary fields. 


E]}-feMickey Mouse Control, Customer: ΖΑ Mickey Mouse Control, 
~~ $eCheck Lists Customer Representative: Customer 
—.-¥e Documents Safe Levet γ᾽ Level 1 
Usage Name: ME Mickey Mouse Contro! 
Male 
#5)09/02/1960 Verified 
ῷ 
(ὦ 
Mothers Birth Summame: Minnie 
Household Address: *; Jmcdonnell Cis Dsp 
tationality: @lreland 
Birth Surname: 
Supporting Documentt: Passport ᾿ 
Supporting Document2: GRO 
Supporting Document3: > Utility Bill " 
Security Question4: > What is your favourite sport? ᾿ 
Security Answer: golf : ως 
Security Question2: p-What was the make of your first car? - 
Security Answer: polo 
i Photo 
Written Signature 
Voice Biometric 
LC Save & Close. If saving is not 10/05/2012 
10/05/2019 


permitted, place pointer over the es 
save button and read the info bar : 
on the bottom. This informs what 

PSI data is missing. 


| Password: 


est PSC Card: 
By Pass mentation Vaiidation Reason: By Pass Supporting Documenation Reason 
System Check! 


ion ΞῚ τὶ 


Enter password. 


To update any missing PS! data LC on the grey bar and RC on Verify PSI Data Set (see 
Chapter 3 below). 


Photo > 
Chie Ctent identity Control, Customer: Signature rient Identity Control, 


e he tatn Voice > stomer 
feCheck Lists ustomer Representatn pera yey aS ΝᾺ 
πὸ ἄρ Documenis 556 Loser μῶν 


Who Updated This Object Last .: . 
Usage Name: Saya t identity Control 


Add Identity Document... imale 
Ασα Scanned Correspondence 3/4944 


01/03/1964 


3. Entering or Updating PSI Data Set 


Enter Birth Surname/Mothers Birth Surname/Nationality 


To be done in cases where NO Birth Surname/Mothers Birth Surname/ 
Nationality has previously been specified. 


RC on the grey bar up top. LC Verify PS! data set. LC Enter Birth Surname/Mothers Birth 
Surname?/ Nationality 


UN SAVED Sater romoson’ foce se 

) Mickey Mouse Cortrol, 
i we Lists 

ἀπο —feDocumenis 


ave 
Who Updated This Otject Last Ad Telephone Number... 
AGG thentty Docu rng Specky Piece Of Binh... 
Chanos Or Very Birth Oete... 
Minne Change Or Vertly Dean Date... 
"a Imedonne! Change Or verify Marriage Date... 


@irelana 


Supporting Document Type 
Supporting Documem Type 
Supporting Documen Type 
Security Question 

Security Anawwrt: 

Security Question2: Security Question 

Security Anewer2: 

Photo: iPhoto 

Written Signature: Written Signature 

Voice Bhannetric: Voice Biometric 

Created On: 30/04/2612 

Expires On: 30/04/2019 

Customer Detaits Verihed : 

Supporting Documents Verified’ 

Customers Photo Verified’ 

Customers Signature Verified ! 

Motte Certification Terms And Conditions Signed: | 

Password 

Request PSC Cart: ᾿ 

By Pass Documentation Validation Reason; By Pass Supporting Documenation Reason 

System Checks Compipia: I 


(seve | [sere Goss | Latecare 1 
The Enter Birth Surname dialog box is displayed: 


fe Mickey Mouse Control. 
Birth Surname: 


Enter the Birth Sumame: 


fe Mickey Mouse Control. 
Birth Surname: O'Neill ὃ ων ως 


Cancel 


Select ‘OK’. The system records the Birth Surname, this is a recorded action 


Update Mother’s Birth Surname/Birth Surname/Nationality 


This is to be used where the data has previously been recorded incorrectly. 


RC on the grey bar up top. LC Update verified PSI data set. LC Update Mothers Birth Surname 


"»" SDM 


UNSAVED SafePromotionProcess = = Pato 

: Mickey Mouse (οπίγοι. : Signature 
----feCheck Lists Volce 
‘..-eDocuments 


Add Scanned Conespondence 


Verify PSI Data Set wv 
ΠΕΣ ΤΙΣ σας Verified PSI Data Set a Change Verified Birth Date... 


Change Vaeriflad Marriage Date... 


Δ Mickey Mouse Control, 


Customer 
ΓᾺΙ δι! ἢ 


Ϊ 
use Control 


By Pass Documentatian Yatidation... Update Birth Surname... 


Save UT ΕἼ 0 81ἘΞ| ΠΡΟ Verified 
apcaabe βορωξας mer | 


Who Updated This Object Last 
Add Identity Document... 

\ “poem ᾿ 
Mothers Birth Surnane: 
Household Adu ess: 
Nationality: 

Birth Surname: 

Supporting Document 1: 
Supporting Oocument2: 
Supporting Document3: 
Security Question 1: 

Security Answer 1: 

Security Question2: 

Security Answer 2: 

Photo: 

Written Signature: 

Volce Biometric: 

Created Om: 

Εχρὲ es Or: 

Customer Details Verified. 
Supporting Documents Verified: 


Update Nationallty... 
Bd plat lh tal ΚΩΙ͂ΒΕΕ 


Minnie O'Neill 
ἢ Jmcdonnell Cis Dsp 
@ ireland 


> Driving License 

> Birth Certificate (Long Form) 
> Utility Bil 

> Yvhat is your favourite sport? - 


# Yvhere was your first holiday? 


ig VWYebcam Photo captured on: 02/04/2012 12:5 

.” Written Signature captured on: 02/04/2012 12 
Voice Biometric 

28/05/2012 

28/05/2019 

x 

x 


JQ odassie Xxxomeara, 


Mother's birth surname: 
Lok f|_cances 


Enter the updated value: 


Ὦ Xxxlassie Xxxomeara, 
Mother's birth surname: 


Select ‘OK’. The system updates the Mothers Birth Surname, this is a recorded action. 


in the case of Verified Birth Dates and Marriage Dates, these must be referred to the SAFE 
Supervisor. 


In cases where a person’s name has changed as a result of Marriage, it is important to insert 
DOM even if you do not have documentation to verify DOM. 


j= Eh) 


New Correspondence Address... 
New Househald Address... 


ene β Cards 
‘toh im ‘ 
Eh BeNames Add Emall Address... 


3 το Μοῖν Contro} : Add Telephone Number... 
fe Santa Claus Contro} Birth Surname: Specify Sex... 
féMary Control Mothers Birth Surname Enter Birth Surname... 


Spactty Nationality... 

Hex Customer Cases Secu Lataae crkinee: 
Schemes Marriage ὉΜΙ Partners! mogity Spaciat Needs Type... ; 
-C} €4P ayment Methods ΟΜΙ Status: Modify Communication Requirement... : 
‘{}, ‘Previous Claims Household Address;  PaymentMethods 
-(}'¢ ‘Previous Once Off Claims [correspondence addre pynuupOatoe TINS Ranke aes 
‘-BpAltemate | Ds Add New Relationship... 

Recorded Actions ality: Assign Maintenance Case 
Activities Special Needs Type: Add Alternate ID... 
-HeiCertificates Communication Require calico » 
-HaScertifier Certificates Contribution History: Av erarned Cinessasaance " Mary Control, 
-(}@ Email Addresses : Print Paper Cases... 
-HiJTetephone Numbers : Safe Demotion... 


Update CWI Status... 
revi Γ : 
+a’ Previous Addresses Update Cn. 


Hotlist Customer Details 
Update Mothers Birth Sumame... : 
Ciunrent Photo: Safa Promotion ἢ on. 30/04/2012 10.26᾽33 


Cwrent Signature: Update Birth Sumame... led on: 30/04/2012 10:46:52 
Ἃ Update Nationallty... ! 

Last Updated ΒΚ ΤΌΣ ραβδὶ Consent Τὸ Use ΡΒΙ Date. ὦ 

Consent To Use PSIData@® SSCS 

Relationships Co¥ection: x a RelationshipsCollection 


Change Civil Status... 


Change Civil Status 
a Mary Jones, 
Civil Status: HM Married ~ 


a 
Date: 24/09/2012  ο.. sts 


Source of verification:| Marriage Verification Source — | 


If you have the documentation necessary to verify the DOM then you can LC on the drop down 
and verify DOM 


Date: 24/05/2012 . 


Source of verification:|__ Marriage Verification Source ¥_| 
(sro 
Gro On-Line 

Marriage Certificate | 


Non Sdm App 
: ἔ ' Not Verified On Crs (Marriage}! 
tion Requirement: ὅν» ἣν , 
ate EA cl Verified On Crs (Marriage) 6, 


How to record a New Household Address on the SAFE Promotion Screen. 


it is very important that Correspondence Addresses are NOT used 
except in exceptional circumstances, e.g. where a customer cannot 


safely receive their post to their Household Address. 


RC the Customer Name 
LC on New Household Address. 
(~ Fos! 
ΓῚ 
7p Belle Cynder: New Correspondence Address. 
ἘΞ ΣΑΡΡ ΝΣ New HousenoWAdorese | 


L 2 Cards + 
4 evel Add Emalt Address... 

ME Belle Cynder: ade Tetepnone Number... 

CaFemale Specity Sex... 

29/02/1976 \ Enter Sith Surname... 
Enter Mothers Birth Sumame... 
“ Specify Nationality... 

(ὦ Specify Language Preference... 
Mothers Birth Surname: Fairy Modify Special Needs Type... | 
Household Addiess: co G Mcgour Modify Communication Requirement... 


Nationality. @ Mai PaymentMetnods ᾿; 


Ἐμαρθϑιϑ Cynders Control, Customer: 
=i eCheck Lists Customer Represemative: 
τι ¥eDocuments 


Who Updated This Object Last 

Birth Surname: Change Civil Status... 
Supporting Document: Ξ Passport Add New Relationship... 
Suppoiting Documert2: Driving Licen Assign Maintenance Case 
Supporting Docunvernt3: APurtility Bill Aad Alternate (D... 

: Communications 
Sectwity Question 1: P What was the ousrantine 
Security Answer: - Add Scanned Correspondence 
Security Question2: What was you Print Paper Cases... 
Sectaity Answer2: £305 θυ ξφαιο ae 
Photo: ‘g@ Webcam Phe τ ~ 

: ; Update Sex... 
Written Signature: ” Written SIQN€ Hattist Customer Details 
Voice Biome Update Mothers Birth Sumame... 
29/06/2012 New Business Activity... 


Safe Promotion 
: 29/06/2019 Update firth Surname... 
Customer Details Verified: x Update Nationality... 
Supporting Documents Verified: x Update Consent To Use PS! Data... 
OTS Ne et Clear association 
Refresh - 


New Household Address... 


οἷο PLeGuen, vepi Soc Protect 
Shannen Lodge 
Carrick-on-Shannon 


ee oe 
@ireland: - 


Move all members: | 


8 CoLeitrim τ᾿ 


@ ireland ἃ 


Move allsnembers: |; 


Enter Place of Birth 


RC on the Birth object and LC ‘Specify Place of Birth’. This MUST be done in all cases. In 
some cases a customer's place of birth may have already been specified, for example, when 
they made a JSA/JSB claim but only Country of Birth will have been specified. 


For all Irish customers Country and County of Birth MUST be specified. 


Customer: 7 Mickey Mouse Control, 
Customer Representative: Customer 

Sate Levet: & Level 1 

Usage Name: Μά Mickey Mouse Control 

Sex: eaMaie _ | 
Birth: IM SpecityPlace ΤΠ | 
Marriage: @ Change Verified Date Of Birth... ; 
Death: Who Updated This Object Last § 
Mothers Birth Sumame: , tech ase  ἐξέκινη 
Household Address: i Refresh 

Nationality: @MHireland 

Birth Surname: 

Supporting Documentt: Supporting Document Type 
Supporting Document2: Supporting Document Type - 
Supporting Document3: Supporting Document Type 
Security Question: Security Question 

Security Answert: 

Security Question2: Security Question 

Security Answer2: 

Photo: | Photo 

Written Signature: Written Signature 

Voice Biometric: Voice Biometric 

Created On: 10/05/2012 

Expires On: 10/05/2019 

Customer Detaits Verified. 

Supporting Documents Verified: 

Customers Photo Verified: 

Customers Signature Venfied. 

Mobile Certification Terms And Conditions Signed: __ 

Password: 

Request PSC Card: x 

By Pass Documentation Validation Reason: By Pass Supporting Documenation Reason 
System Checks Compiete: ᾿ 


[sme | ἘΠ ὙΤ᾽ | omer] 


The Specify Place of Birth box is displayed: 


¥e Mickey Mouse Control, 
Country of birth: = Country ~~ 


Enter the Country of Birth from the dropdown: 


~ 


Denmark 
Djibouti 
Ὁ Dominica 
Dro 10 1975 V4 Dominican Republic 
Country Of Births: East Timor 
Place Of Birth: Ecuador 
@Eayot 
: El Salvador 

: 2 49 Engiand 
gi ae Equatorial Guinea 
Eritrea 
Estonia 
Ethiopia 
0000 Falkland Islands 
| (@Farce Islands 
s'@ Fiji 
Q @Finiana 
: 200; @ France 

τ (French Guyana 
Se French Polynesia 
French Southern Territories 


squireinent: gi U. 
y. Ἂν 


st Data: 
2ction: 


Enter the updated place of birth value: 
For customers born in treland, the county should be recorded as the Place of Birth. 


For customers born outside of Ireland, only country needs to be recorded - it is NOT 
necessary to record the Place of Birth. 


($-101/10/1986 Verified 
Country Of Binh: France — 


PlaceorBirth: | 


£2)01/10/1986 Verified 
Country Of Birth: @lreland ~~ 


Ptace Of Birth: 
Lox | 


Select ‘OK’ 


The system updates Place of Birth, this is a recorded action 


4. Local scanning on BOMi 


RC on the grey bar. 


LC on “Add scanned Correspondence” 


EleMichaet M miata 7a Michael M Control, 
[ FECHECK | oH Pg) Data get a 
FEDOCUNY Update vertiad PSI Data Set > Level 


|Add Scanned Correspondence Mi Michael M Control 
Who Updated This Object Last ΜΑΙ 

GRO Lookup... τ 

By Pass Documentation Validation. ΞΖ 

Add dently Document... 
Very Non Com@tiant Image... (a 
ROOD ς ciel, ie tated ad : Endorat 


ἢ Cog Mcgourty Dept Soc Pro 

@ireland 

Duck 
Supporting Document Type 
Supporting Document Type 
Supporting Document Type 
Secunty Question 


Secunty Question 


| Photo 

Written Signature 

Voice Biometric 
25/03/2013 
25/03/2020 
Customer Details Verified: 
Supporting Documents Venfied: 
Customers Photo Verified: 
Customers Signature Verified: 
Mobde Certification Tecms And Cortitions Signed: 


When the scanning object appears 
LC on the drop down menu 
LC on document type. 


Place the scanned image face side down on the flat bed with the top of the page facing away 
from the feeder end. 


Document dropdown list 


| Scan both sides check box for 
a j multi-page scans 


™y Scan Button 


Select Document Type and 
Press the Scan Button 


Connected to HP Scaryet 7500 TYVAIN 


A preview of the scanned image will be displayed before it is saved. 


If the image is ok LC save. 


if the image is scanned incorrectly LC Reset and scan again 


ἜΝ, ροροὃὸὃΠ ΤΉΝ 
Deccnoton SEA aS 


rt. 


4. 
Pa 


a 


Reset Button 


PCIRLOORI ERK <K THERESE KKK CCRC CK KEE EEE 
ENQI@QSETRAT EL TAVUP URE VEOVAP RK KEKE KECK EK 


| Connected to HP Scanjet ταῦ TWAIN 


When scanning more than one document on to the same customer record, select Document 


Type, then Scan and Save each one. Once ail the necessary documents have been scanned 
LC Finish. 


To scan a Multi-Page Document select “Multi-Page Document” from the drop down list. 


To scan both sides LC in the “scan both sides” box 


For any multi-page document a title MUST be given to it in the free text description box. 


Place the document in the feeder and press scan as before. 


To scan a single page document for which there is not a suitable title in the drop down list (e.g. 
P45) this process can also be used. 


To view a saved scanned image LC and expand “Customer Cases” 
LC and expand the “Maintenance Case” 

LC and expand “Contents” 

RC on the image you want to view and 


LC on “view” 


louis Control, Shost Description: Scanned Passport 
7] #aNarmes \wskmativeimages'LocatScans\20 120 

(ELSE Cisinmer Coene : PALL 

: Ebene {Cancel PSC Card) ; 28/06/2012 
HElt Wonmencs : 7a John Egan 
| ἘΠ iy)221052012 REG 1 PAGE 1 - ALL Last ipdated By #0: 15071 
| HH μη 22 |05:2012 REG 1 PAGE 2 - ALL Fed Date: 28/06/2012 
i Sender. | Communication Sender 


ΒῚ 31/08/2012 SAFE level demote pict 
Who Updated This Object basi 
Clear assocratan 
Reesor 


Resolving Check List Item. 


taMare 
Mf Funky Wunky Control 


£5120/02/1987 Verified 


@ 19/12/2011 Verfied 
ΠΒ Civil Pastner 
"YC Ὁ Cis Controt Social W 
Safe Registration Level 2 (Expired) : Correspondence Address 
αἴθ Registration Level 2 (Expired) C2 Engash 
- afe Registration Levet 2 (Expired) ity: @ireland 2. 
Safe Registration Levet 1 (Expired) : Unknown. 
iafe Registration Level 2 (Expired) Communication Requirement: a Unknown 
Contribution History: [αὐ Cortnbution History For Funky Wunky Controt, 


9. οἵ Envir 


. Reconed Actions 
Safe Registration Level 2 (Expired) 


Customer not promoted Unresolved checklists exist 


lf a warning pops up on screen saying that a checklist item exists this means that the customer 
will not be promoted to SAFE Level 2 and a PSC issued until the Checklist has been resolved. 


In the following example the customer is a match to a hotlisted customer. 
This MUST be referred to CIS before the Check List item is cleared. 


Other Check List items will also need investigation before the Check List 
item can be cleared. 


lf in doubt refer to CIS Helpdesk. 


In order to clear a Check List itern follow the steps below. 


On the SAFE Promotion object, Expand the Check Lists menu option 


Ene Xokeizer Kachiets, 
feCheck Lists 
το -¥gHotlisted customer exists with same birthaumame, sex, and dob 


- —-SeDocuments 


:YeHotisted customer exists with sar Mark As Not Resobed oa ob 
- @¢ Documents Who Upcieied This Object : 
* Mark As Resatved i 
Update Type... 
Clear association 
Reem, 


FR Xokeizer Xxxchiefs, 
Customer 

Pp Level 1 

Xxxkeizer Xxxchiefs 

@aFemale 

10/10/1975 


7a Χχχκείζϑι Xxuxchiels, 
Customer 

# Level 1 

Xxxkeizer Yachiefs 

Female 

τοι 75 


FR Χχχκείζοι Xachiefs, 
Customer 

# Level 1 

Xxxkeizer Xoxchiefs 

Female 

1041011975 


Select a reason from the dropdown and enter a detailed description, Select OK 


The Check List item is resolved and the system automatically sets the System Checks 
Complete checkbox to ticked and promotes the Customer to SAFE Level 2. 


me fe Registration Level) (LURRENT) 
“C] ¥eDocuments 


EhfeCheck Lists 
ἊΣ 4δε} ΟΠ ΒΘ customer exists with same bithsumame, sex, and dob (R} 


Supporting Docurnent 1: 

Stppoitkig Docuenert2: 

Supporting Documers 3: 

Secirky Questions: 

Secinkty Guestion2: 

Custamer Details Verified: 
Supporting Documents Verified: 
Custamers Photo Verified: 
Customers Signature Verified: 
Voice Bionvetric: 


Customer Rept eseintative; 
System Checks Complete: 


ΠΝ 

Δ Χχχκρίζογ Xxxchiefs, 
Ὁ Safe Registration 
CURRENT 
Level 1 
Birth Cerificate (Long Form) 
é Passport 
A tility Bill 
What is the middie name of your oldest child? 
é’What is your favourite sport? 
x 
x 
x 
x 

Voice Biometric 
& VYebcam Photo captured on 07/09/2011 12:30.08 
i? Written Signature captured on: 07/09/2011 12:30:1 
07/09/2011 
07/09/2021 
07709/2011 12:32 39 


10735 


Customer 


x 


If the issue cannot be resolved by the Safe officer or Supervisor it needs to be seen by CIS 
create a task and assign it to the relevant org unit in CIS. 


6. Card Management 


lf a Customer has a PSC with a status of Distributed then a 2"? PSC should NOT be ordered 
for that Customer. 


Requesting a new PSC for a Customer 


To request a new PSC: 


RC on Customer icon 


Find 8y Alternate ID... 

Find Customer Awaiting PPSN By ID... 

Find Customers Awaiting PPSN By Name... 

m Basis Search... 
' Find All | Deal With Death Activities... 
Find By Bank Account Number... 
Find Person Without PPSN By Name... 
eg Create Without PPSN 

Add And Persist Telephane Number On Customer... 
Create Customer Awaiting PPSN 

“= ἂν 


LC on Find By PPSN 


Enter a PPS No. 


Hind By PPSN 
mm “ἡ Customer 
PPSN: 


ΝΟΣ ΣΝ 
2 ESC λυ ς AIINSS 
Cratsr 
@ τ 
sie Tawny Ἢ 
MTN atl ἐν ἘΜ Αἱ OME 
GBS cement dtr, Bape 5 gett Sora 


BHAT tee Toh WS 
oar Den ert phe δ DN 
oi 

sRalan να ΡΥ sake pon 


6. RC on Customer Object, LC on Cards, LC on New Card 


Customer 


fa Male 


New Correspondence Address... ωϑ ° 
ΜῈ Patrick Smith 


f= Customer New Household Addrass... ι 
| Cards | New Card 
HG@aSchemes Sal 


Ι Add Email Address... New SSC Card 
‘G3 Pay nent} Add Telephone Number... New SSC Card Temporary 


Ts ‘Previous ( specity sex. Find All Cards 
{He ‘Previous ( Enter Birth Sumame... | 

{τ Alternate | Enter Mothers Birth Sumame... iis ῷ 
ΤῈ Recorded Petts National. single 

Specify Language Preference... ᾿ ; Pah nn ennai 

(Hes Certificate wodity special Needs Type. 658: i] 

ΒΒ πίῃ ογ C Modify Communication Requirement... ke Address: Correspondence Address 
LT} OActivities PaymentMathods > © English 


Γ ΘΕ : ¥ho Updated This Object Last Other 
mail Adc Check Certificates... ! Φ 


HH@jTelephone Change Civil Status... we special Needs Type 

Ha” Previous / issue Homemakers Communication mRequirement: = Communication Requirement 

Add New Relationship... istory. (9 Contribution History For Patrick Smith, 
Assign Maintanance Case 01/01/1955 

Issue Request Retum Certificate 
Add Altemate ID... 

Quarantine 


| Dept 


Print Paper Cases... : pevel 2 
Sende Form. ᾿ Quarantine Status 
dasha ateyeanaes ali da 3 4, Webcam Photo captured on. 12/10/2010 


LENE 7 Written Signature captured on: 12/10/2010 


Refrash 2003 
Relationships Collection: x 8 RelationshipsCollection 


If the Customer is at SAFE 1 the system will automaticlly create an SSC Card Object. 


If the Customer is at SAFE 2, the PSC object appears - LC “Save and Close”. A PSC has been 
ordered. 


EhYePSC Only expires on 16/05/2018 Requested : Public Services Card 
'—- ἡ Recorded Actions : Aa Patrick Smith, 

PSC Only 
* Regular 
16/05/2018 

Send To Household Address: x 

Send To Correspondence Address: | 

Send To Local Office: Local Office ~~ 

Production Request Status: “ΚΞ Requested 

card Request Nuanber: 

Card issue Numbe: 

Date Createt: 16/05/20 1 1 

Cancellation Reason: PSC Cancellation Reason 


A PSC request will automatically issue to a Correspondence Address if one has been 
specified for the Customer, otherwise it will default to Household Address. 


To send to Local Office: 


LC on Send to Household Address to deselect this option. 


Select a Local Office from the droplist provided: 


PSC Only expires on 16/05/2018 Requested # Public Services Card 
-- ‘Recorded Actions : yp Patrick Srnith, 
ΡΞ Only 
Regular 
16/05/2018 
Send To Household Address: 
Send To Correspondence Address: [] 
Send To Locat Office: G 633, Swi - Finglas. 
Production Request Status: Requested TA 
Card Request Number: 
Card tssue Number: 
Date Created: 16/05/2011 
Cancellation Reason: PSC Cancellation Reason 


save {| saves close || Discard | 


Save the PSC Card: 


LC on the Save button 


If you realise, after having saved the SAFE Promotion, that you forgot to Add Identity 
Documents you can do this by going to Activities on the Customer and selecting the current 


SAFE Promotion. 


LC on the White Box to the left of Activities 


RC on the (Current) SAFE Registration and LC on Add Identity Document 


A Duey Control, PPSN: 

+ Names Sex: 

‘Che Customer Cases Usage Name: 
H}@eSchemes Bath Surname: 
LHP ayment Methods Mothers Birth Surname: 
HI. ‘Previous Claims 
H+ Previous Once Off Claims 
2) BpAtternate | Ds Marrlage‘Cll Partnership: 
1+ -+Recorded Actions CMI Status: 
ELOActiviti 8S Household Address: 
| ve! Safe Registration Level 2 (EXPIRED § Correspondence Address: 


UE} Answer Security Questions... [5 Level 2 (CURRE 
TH Add Identity Document.. 
: New Safe Promotion | Special Needs Type: 
' Pro ᾿ 

δ τοὶ pie This Object Last | Comsnunication Requirement: 
CHa) Ylew Sacurtty Question Answers Coensibution History 
ha’, Clear asseciation 

Refrash 


Currem Signature: 

Last Updated By ID: 
Consem To Use PSI Data: 
Relationships Collection: 


Add Identity Document... 


The Add Identity Document dialogue box wiil open 


te Safe Registration Level 2 (CURRENT) 
Document Number: 


Document Type: Identity Document Type ~~ 


Country of Issue: 
canal 


Enter the details and LC OK. 


[- Ol! 


ΕἼΓΙΓΙ 


ga Male 

MM Duey Contro! 

Clark 

Murphy 

£5109/07/1985 Verified 

ca 

W Divorced 

"a J Mcdonnell Cis Social W 
Correspondence Address 

<- English 

@ Netherlands 

of Unknown 

a Unknown 

(αἱ Contribution History For Duey Control, 


0000006 

| Debt 
Pe Level 2 

Quarantine Status 
‘g@ Webcam Photo captured on 23/05/2012 14: 
Ὁ Written Signature captured on: 23/05/2012 1 
15071 


GE a RelationshipsCollection 


Reminder not to bring a person to SAFE level 2 until their identity has been authenticated 


A person who attends a SAFE registration appointment should only be brought to SAFE level 
2 when their identity has been authenticated. On occasion, identity documents are being 
referred to CIS Control where the person has already been registered to SAFE level 2 even 
though there is some doubt over the authentication of the customer’s identity. 


During the course of the SAFE registration process, if concern is raised regarding a person's 
documents which results in their retention, the circular 80/07 outlines the procedures that 
should be followed. A receipt should always issue to the person where their document is 

retained. The documents should then be submitted to CIS Control for further examination. 


CIS recommends that a SAFE officer only takes the following steps where a person’s identity 
is not yet authenticated and their documents are retained for further examination. 


The person’s photograph and signature should be captured; 

Any documents submitted by the person should be scanned in; 

The case should be left at SAFE level 1 ONLY; 

The identity document(s) and a cover note (copy of receipt) outlining the 
circumstances of the case should be sent by registered post to CIS Control in a timely 
manner. 

5. {ssue the customer with a receipt for the original documents retained in line with 
circular 80/07. 


> wl τ 


CIS CONTROL 


14™ MARCH 2014 


τῷ 


Kings In 
Navan Road LO 

Bishop Square LO 

King's tnn Street Local Office 
Blanchardstown LO 


Paul Carr 
Finglas LO 
Coalock LO 

Kilbarrack LO 


Ballymun LO 


Tallaght PSC Centre 


Ballyfermot LO 
Dun Laoghaire LO 
Tallaght LO 


Muinebheag BO 

Carlow LO PPSN 
Baltinglass BO 

Tullow BO 

Arklow LO 

Bray LO PPSN 

Wicklow DSP Murrough 


Sean Reilly OM North East. 
Dundalk LO PPSN 


Ballyconnell BO 
Cavan LO PPSN 
Drogheda ESO 


Kieran O’Dwye 
Carrick-on-Shannon LO PPSN 
Letterkenny LO PPSN 
Buncrana LO 

Sligo LO PPSN 

Baliybofey BO 


Dungloe LO 
Dunfanaghy LO 
Manorhamilton LO 
Tubercurry Inv 


Eoln Brown DM West 


Loughrea LO 


GDM Dublin North © 


wyerDM North West 


Address 


197/199 Parnell Street, Dublin 1 

Navan Road, Dublin 7 

Redmonds Hill, Dublin 2 

197/199 Parnell Street, Dublin 1 

Westend House, Snugborough Road Extension, Dublin 15 


Mellowes Road, Finglas, Dublin 11 

Northside Civic Centre, Bunratty Road, Dublin 17 
Greendale Shopping Centre, Kilbarrack, Dublin 5 
Main Street, Ballymun, Dublin 9 


- Unit 247, Level 2, The Square Shopping Center, Tailaght, Dublin 


24 

Rossmore Ave, Ballyfermot, Dublin 10 

18-21 Cumberiand Street, Dun Laoghaire, Co. Dublin 
The Square, Tallaght, Dublin 24 


Leinster Street, Athy, Kildare 

Regent Street, Muine-Bheag 

Kennedy Avenue, Carlow 

Lathaleere,Baltinglass, Co Wicklow 

Abbey Street, Tullow 

Castle Park, πον, Co Wicklow 

Civic Offices, Main Street, Bray , County Wicklow 

Unit E6, The Enterprise Centre, The Murrough, Wicklow 


Goverment Buildings, Saint Alphonsus Road, Dundalk, Co 
Louth 


Unit 5 The Conall Building, Main Street, Ballyconnell 
Dublin Road, Cavan 
Custom House Quay, Drogheda, Co Louth 


Leitrim Road, Carrick-On-Shannon 

High Road, Letterkenny, Co Donegal 

McCarter's Road, Ardaravan, Buncrana, Co.Donegal 
Government Offices, Cranmore Road, Sligo 

Unit 1 Garvan Court, Main Street, Ballybofey, Co Donegal 
Public Service Centre, Gweedore Road, Dungloe, Co Donegal! 
Main Street, Dunfanaghy, Co Donegal 

Sligo Road, Manorhamilton 

Teeling Street, Tubbercurty 


Railway House, Station Road, Loughrea, Co Galway 


Phone 
Number 


(01) 8899500 
(01) 8823100 
(01)4763500 
(01) 8899500 
(01)8581300 


(01}8581100 
(01}8661000 
(01}8063830 
{01)8940000 


(01)4629496 
(01)6160300 
(01)2145540 
(01)4629400 


(059)8640250 
(059)9722940 
(059}9170170 
(059}6482240 
(059)9152500 
(0402) 20420 
(01)2117937 

(0404) 20440 


(042}9392600 
(049)9527670 
(049)4331909 
(0419871130 


(071)9650070 
(074)9160460 
(074)9364600 
(071)9148200 
(074)9130490 
(074)9561030 
(G74)9136750 
(071)9820030 
(071)9120040 


(091)576870 


Galway PSC Centre 
Ballina LO 

Tuam BO 
Castlebar LO PPSN 
Gort BO 

Westport 10 
Belmuliet LO 
Clifden LO 

Achill LO 


Gandon PSC Centre 
Nth Cumbertand St PSC Centre 


*****Helen Faughnan ASG***** 


Clonmel] PPSN 
Kilkenny LO PPSN 
Thurles LO PPSN 
Tullamore LO PPSN 
Nenagh BO 
Portlaoise BO 


Waterford PSC PPSN 
Wexford LO PPSN 
Carrick-on-Suir BO 


Maria Hurley-.OM Cork Central...  - 


Cork (Blackpool} PSC Centre & Cork LO 
Cobh LO 


Neil Kelly DM South West. 
Killarney LO 
Bantry BO 
Tralee LO PPSN 
Kinsale BO 
Listowel! LO 
Newmarket BO 
Clonakilty BO 
Kenmare LO 
Mallow BO 
Skibbereen BO 
Cahirciveen LO 


sirn Lyn 
Kilmallock BO 
Ennis LO PPSN 
Newcastlewest LO 
Kilrush BO 


Victoria Place, Merchants Road, Galway 
Government Buildings, Ballina, Co Mayo 
Church View, Tuam, Co Galway 

Micheal Davitt House, Castiebar, Co Mayo 
Loughrea Road, Gort, Co Galway 
Prospect Avenue, Westport, Co Mayo 
American Street, Belmullet, Co Mayo 
Galway Road, Clifden, Co Galway 

Achill Sound, Co Mayo 


PSC Centre, Gandon House, Amiens Street Dublin 1 
PSC Centre, 23-28 North Cumberland Street, Dublin 1 


| Harbour House, New Quay, Clonmel 


Government Buildings, Hebron Road, Kilkenny 
Stradavoher, Thurles 

Castle Buildings, Tara Street, Tullamore, Co Offaly 
Church View, Nenagh, Tipperary North 

Church Street, Portlacise,Co Laois 


Goverment Buildings, Cork Street, Waterford 


Anne Street, Wexford 
55 New Street, Carrick-On-Suir Tipperary South 


Revenue House , Assumption Road , Blackpool , Cork 
Lynch's Quay, Cobh 


Park Court, Beech Road, Killarney, Co. Kerry 


Bridge Street, Bantry, Co. Cork 
Godfrey Place, Tralee, Co. Kerry 
Market Lane, Kinsale 

The Square, Listowel, Co. Kerry 
Main Street, Newmarket 


Unit 2, Supervalu Shopping Centre, Faxbridge, Clonakilty 


Bridge Street, Kenmare, Co. Kerry 
72 Off Main Street, Mallow 
Mardyke Street, Skibbereen; Co. Cork 


St. Brendans Terrace, Cahirciveen, Co. Kerry 


Charlevilie Road, Kilmallock 

Kilrush Road, Ennis, County Clare 
Gortboy, Newcastle West 
Vandeteur Street, Kilrush, Co. Clare 


(091)576877 
(096}80500 
(093)70840 
(094)9063700 
(091)630210 
(098)50930 
(097)81029 
(095)22210 
(098)45050 


(01)8172640 
(01)8899250 


(052)6170220 
(056)7715100 
(0504)25900 
(057)9318500 
(067}50902 
(057)8678010 


(051)356000 
(053)9165400 
(051)601190 


(021) 4806969 
(021) 4908010 


(064) 6678500 
(027) 20820 
(066) 7149500 
(021) 4702910 
(068) 50030 
(029) 22110 
(023) 8821210 
(064) 6640050 
(022) 30934 
(028) 40300 
(066) 9473440 


(063) 20900 
(065) 6867800 
(069) 24600 
(065) 9080030 


Limerick LO PPSN 


Des Henry OM Midlands North 
Trim BO 

Kells BO 

Navan LO PPSN 

Athlone LO PPSN 
Mullingar LO 

Longford LO PPSN 
Roscommon CO 
Roscommon PSC Centre 
Castierea BO 

Boyle BO 


Dominick Street, Limerick 


Haggard Street, Trim, Co. Meath 

Bective Square, Kells, Co. Meath 

Kennedy House, Kennedy Road, Navan 

Government Offices, Grace Park Road, Athlone, Co. Westmeath 
Biackhall Street, Mullingar, Co. Westmeath 

Government Buildings, Ballinalee Road, Longford 

Abbey Street, Roscommon 

Government Buildings, Convent Road, Roscommon 

Main Street, Castlerea, Co. Roscommon 

Elphin Street, Boyle, Co. Roscommon 


(061) 222200 


(046) 9481040 
(046) 9280490 
(046) 9037900 
(090) 6449600 
{044} 9334220 
(043) 3340000 
(090) 6630930 
(090) 6632980 
(094) 9625510 
(071) 9664033 


1. Updates to Bomi are due on the 26" October 2018 and following that date the Expiry date 
on any new SAFE registration (public Services Card) will change from 7 to 10 years. 


PSC’s issued after 26/10/18 should have an expiry date of 10 years after the date of the 
photograph. 


QJANEANKE CONTROL, 
& Sale Registration 
CURRENT 
Level 2 
Address on file quoted by customer 
GRO 
Supporting Document Type 
> What ts your favourite sport? 
> What is your maternal grandmother's birth sumame? 


Dob Consent Signature Verified: : i 

Voice Biometric 

ig} Webcam Photo captured on 22/10/2018 17:21:20 

2” Written Signature captured on 22/10/2018 17:22:26 
| Signature 

22/10/2018 

22/10/2028 

22/10/2018 17:24:19 


System Checks Compiete: 


2. A project called ‘PSC version 2’ is currently under development and is expected to cause 
minor changes to the SAFE registration process following implementation during 2019. 


One of the changes will be that a customer will have the option of having their date of birth 
displayed on their PSC. In order to opt for this a second signature (for DOB consent) will 
have to be captured. Following updates to BOMi on 26/10/18 some extra lines will appear 
on the SAFE promotion screen but these functions will not be activated until PSCv2 is 
implemented next year. At that stage specific instructions will issue to all SAFE officers. 


Attached are screen shots of what can be expected after 26/10/18 but no further action is 
necessary at this stage. 


<2) eJANEANNE CONTROL, : JA JANEANNE CONTROL 
fe -¥eDocuments ive: Customer 
eCheck Lists # Level 2 
$i Janeanne Control 
Telephone Number 
fa Femaie 
a) 
2 
(D 
Kelly 
"a Shannon Lodge 
@ ireland 
Name 
J Address on file quoted by customer 
o GRO 
Supporting Document Type 
What is your favourite sport? ᾿ 


>What is your matemal grandmother's birth sumame? 


g Webcam Photo captured on 22/10/2018 17:21:20 
ς Witten Signature captured on. 22/10/2018 17.22:26 
ἀν Written Signature 
~ Voice Biometric 
23/10/2018 
23/10/2028 
Customer Details Verified: : 
Supporting Documents Verified 
Customers Photo Verified 
Customers Signature Verified: 
Dob Consent Signature Verified: 
Mobile Certification Terms And Conditions Signed: | 
Password: 
image Verified: 
Request PSC Card: 
By Pass Documentation Vaiidation Reason: By Pass Supporting Documenation Reason 
System Checks Complete: 


x 
[seve [{ seve a cinse | [_otecant | 


It is also visible on the Current SAFE registration 


Δ JANEANNE CONTROL, 

p Safe Registration 

Curent 

pF Level 2 

Address on file quoted by customer 

AGRO 

Supporting Document Type 

> What is your favounte sport? 

> What is your matemal grandmother's birth sumame? 
Customer Details Verified: x 
Supporting Documents Verified: >< 
Customers Photo Verified: x 


Customers Signature Verified: 3< 
Dob Consent Signature Verified: [7] 
Voice Biometric 
g Webcam Photo captured on 22/10/2018 17:21:20 
i? Written Signature captured on: 22/10/2018 17:22:26 
@ | Signature 
22/10/2018 


22/10/2028 
22/10/2018 17:24:19 
13305 
x 
Customer 
System Checks Complete: x 


Enquiries to SAFE Helpdesk Extn: 41794 


SAFE Promotion and Level W PPS Numbers 


All Level W customers who have free travel entitlement can be issued a PSC in their 
Level W number. 


Any Level W customer under the age of 66 who does not have entitlement to free 
travel cannot be promoted to Level 2 in their Level W number. Photograph and 
signature only should be captured for these customers. 

All Level W number customers have the choice to change their Level W number. 


If the customer agrees to change her number, promote to Level 2 and create Task to 
escalate to CIS. 


Any further queries. please contact the SAFE Rollout helpdesk at EXTN 41794. 
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SAFE Promotion Reminders 


Confirm the Date of Birth (DOB) - if the DOB is already incorrectly verified on SDM it can be updated while in 
the SAFE Promotion screen. 


Address should only be updated when proof of address is dated within the preceding 3 months. If address is 
not being changed there is no need to scan. 


Confirm the Title of the Customer, update Usage Name and Record Former Names. 
Check the Civil Status of the customer as this should not be left blank/unknown. 


Update Nationality as per Passport/National Identity Card provided. If an !rish Naturalisation Certificate is 
supplied then Nationality is trish. 


Confirm the Sex of the customer against the documents presented. 


Mothers Birth Surname should be recorded for all customers. For an adopted customer, the Adoptive 
mothers birth surname is used and will be provided verbally. 


Correct Birth Surname should be recorded for all customers. 
Mobile phone number can be verified for any country in the world just update the Country Code. 


Scan all documents correctly. 


Remember, if in doubt — give us a shout !! 
SAFE Rollout Helpdesk — \ 41794 or 071 9672394 


eC) 


Usage name. 
Where a person presents acceptable photo ID, Passport, National ID Card (for EEA citizens 


other than Irish or UK), Driving licence, or Driver Learner Permit, then the name on the photo 
ID is the usage name. It should be entered exactly as on the Photo ID. Should a person present 
2 acceptable photo IDs, in slightly different names, then either may be used as usage name. 


Hyphen usage in names taken from passports presented during SAFE registration. 


Normally, where a person presents a passport as photo ID for SAFE registration, the usage 
name is taken from the machine readable zone (MRZ) on the passport. 


However, as hyphens are not used in the MRZ, the name there may not reflect the name used 
on the biographical page of the passport. An example could be where the name Anne-Marie 
becomes Anne Marie. 


Hyphens may now be used in the usage name where the name on the biographic details page 
of the passport presented as photo ID for SAFE registration has a hyphen included. 


If no hyphen is used on the biographical details page, then the hyphen will not be allowed, 
and the MRZ details will continue to be used. 


Hyphen usage in names taken from Driving licences presented during SAFE 


Registration. 
Where a person presents a Driving licence as photo ID and the name displayed on it is 


hyphenated, then this will be taken as the usage name. 


Requirement to record Birth registered name 


The name the customer’s birth was registered with must be recorded. This should be taken 
from the GRO register of births (only of use for Irish born customers), or the Birth or 
Adoption certificate for Irish or UK born customers. For customers born in other countries, 
the name on the Photo ID should be entered. 


Irish versions of names. 

A person is legally entitled to use the Irish version of his/her name. However, it would be 
expected that this option would have been exercised when obtaining a Passport, Driving 
Licence or Driver Learner permit, so this will only be an issue where no acceptable Photo ID 
is presented. 


Change of name on Marriage/Civil Partnership. 


Where customer has married/entered into a civil partnership, and taken a spouse’s surname, 
and presents with acceptable photo ID issued prior to the marriage/civil partnership, in the 
pre-marriage/civil partnership name, then the spouse’s surname may be used as usage 
name provided that the marriage/civil partnership certificate is checked, either on GRO for 
Irish marriages/civil partnerships, or the certificate itself examined. Only civil certificates are 
acceptable. The relationship link must be set up. 


Where the marriage name is to be used, the pre-marriage name must be recorded. 


A list of countries whose civil partnership certificates are acceptable may be found here: 
http://www. inis. gov.ie/en/JELR/Pages/PR 13000003 


Where a marriage/civil partnership is verified on BOMi and a relationship link exists to the 
spouse, then that is also sufficient. 


Reversion to pre-marriage/civil partnership name, 
Where a customer wishes to revert to a pre-marriage/civil partnership name, two years 


evidence of such usage must be provided. 


Acceptable evidence must include two of the following: official communication with a 
Government Department, Medical Card, Educational Certificate, bank statement, bank card, 
Utility Bill, Student card or an Employee ID card. The marriage/civil partnership certificate 
should be checked to verify the pre marriage/civil partnership name. 


Divorce or Legal Separation agreement documents or correspondence from a solicitor 
showing that such a separation or divorce has been initiated will suffice without evidence of 
usage. 


Change of name by Irish deed poll 
Where a person obtains an Irish deed poll from the High Court, then that name shall be used 


as the Usage name without any further evidence of usage. The complete deed poll must be 
scanned onto the customer record. 


Irish deed polls lodged with the High Court will have a stamp similar to this: 


Enrolled in the Central Office of the Ι 


High Coyrt pee 
the rl day sped δος 200 ᾿ 


Ρεμρῷ 5 531 Miscellaneous Deed Roll 


1 
ἢ 


a aes : 
Cr “REG STERQ 


Ἢ a - τεῖος: ᾿ cat 


usually in the lower right corner of the first page. If there are doubts as to the validity of an 
Irish deed poll, details of deed polls lodged with the High Court since January 2014 are 
available here: 


http://www.courts.ie/Courts.ie/Library3 nsf/pagecurren/075D7770C94358068025 804 B005 ς 
294B?opendocument&l=en 


Earlier deed polls can also be verified. Contact the SAFE rollout help desk in such cases. 


Establishment of Usage name by “Use and Repute” 
Where a person wishes to use a different name to that on the acceptable photo ID, he or she 


must establish that the name has been used by him or her for at least two years. 


Acceptable evidence must include 2 of the following: official communication with a 
Government Department, Medical Card, Educational Certificate, bank statement, bank card, 
Utility Bill, Student card or an Employee ID card. Other supporting evidence may be 
presented. 


Evidence must demonstrate at least two years usage i.e. the date of supporting evidence 
must go back at least two years from the current date. 


Signature. 
While it is desirable for a customer’s signature and usage name to match, this is not 


absolutely necessary. A signature is a person’s mark. However, customers may experience 
difficulties using such a PSC when obtaining payment. For this reason, it is recommended, 
but not compulsory, that the signature matches the usage name. 


SAFE Supervisor function 


Usage name where no photo ID is produced. 
Where a person does not present acceptable photo ID, the SAFE registration will be carried 


out by a SAFE Supervisor. The usage name will be as on the Birth Registration unless the 
customer can show evidence of two years usage of a different name. 


Acceptable evidence must include 2 of the following: official communication with a 
Government Department, Medical Card, Educational Certificate, bank statement, bank card, 
Utility Bill, Student card or an Employee ID card. 


Please note that the above are not acceptable for proving identity, but may assist in proving 
usage name AFTER identity has been satisfactorily established. 


STOR ΑΡΡ - NEW INFORMATION FOR SAFE OFFICERS 


Please note: The options available for “failure to complete registration” on the Stor App 
have been changed to reflect requirements by SAFE offices. 


Former options; 


Failed to attend two or more appointments, 
Failed to provide adequate documentation, 
Customer refused to comply with SAFE Process, 
Customer not ready for progression to SAFE Two, 
Specify your own value (free text box): 


oO 0 0 90 0 


NEW options; 


Failed to attend two or more appointments (no contact from customer) 
Unable to attend (illness/incapacity) 

Unable to attend (full time caring/employment/education) 

SAFE 1 (failed to return or has inadequate documents) 

SAFE Supervisor not satisfied to promote customer 

Customer refused to comply with SAFE process 

Post returned/gone away 

Level W, under 66 (does not want to change number) 


Oo 0 0090 9 90 ὁ 


The new options are based on a breakdown of reasons entered by SAFE officers in ‘specify 
your own value’ on the Stor app. The ‘other comments’ box remains and should be used to 
provide additional information on the reason selected. For example when selecting the 
‘Unable to attend (illness/incapacity/age)’ the additional information inputted by the SAFE 
officer will allow CIS staff to determine if the customer should be placed in temporary or 
permanent quarantine (please see note below re quarantine}. 


It is important that any relevant information available to the SAFE officer is inputted on 
the Stor app to assist CIS staff (and deciding officers in scheme areas) in determining the 
appropriate action to take. 


Quarantine cases 


CIS Roscommon uses 2 options within the existing Quarantine menu in order to exclude 
certain customers from being issued with SAFE invites. The two options are as follows: 


Permanent: Their current circumstances mean that they should not be called for SAFE 2 
registration for the foreseeable future. 


Temporary — A SAFE invitation will not issue for the next 12 months. 


NB Neither category prevents a SAFE registration if the customer circumstances should 
change and they present themselves at a SAFE station. 


CIS staff place customers in quarantine based on information provided on the STOR app. 


Screenshot of new options 


ay 


“SOP SAFES 


ἜΡΙΑ τς αν πε κι συ τς εξ πε ‘225 


τ δ Suggested Stes 2° Web Stice Gallery τ' ha τ ~ πὶ τ Pagey Ssfetyy Took @> 


δ΄ Client Identity Services 


Soca Welfare Sea:ces 


Agencnes & Off ces 


Cent Identity Services > Failure ta Progress to SAFE 2 Report > New Item 


Failure to Progress to SAFE 2 Report: New item m 


| @ Attach Fle °F Speing... 9 sas ὁ faced has 
‘SAFE Location Code ° 
Please enter number only 6.9. 557 
Custumer Name ἡ 
PPS Number * 
Most Recent Appointment Date * a 
Reason for failure to complete registration τ Failed to attend two or more appointments (no 


contact from customer) 
Unable to attend (illness/incapacity) 
Unable to attend (full ume 
caring/employment/ education) 
SAFE 1 (Failed to return or has madequate documents) 
’ SAFE Supervisor not satisfied to promote customer 
Customer refused to compty with SAFE Process 
Post retumed/gone away 
; Level W, under 66 (does not want to change number) 
Other Comments 


4.100% τ 


All Stor app users are also reminded of the following: 


» Please ensure that the correct PPS Number is entered on the report. In some cases 
the customer cannot be traced and the report has to be closed without any action 
being taken; 


Please enter the correct SAFE location code (not payment location code). 


Vv 


» Please do not put any case into temporary/permanent quarantine — this process 
should only be carried out by nominated staff within CIS — strict criteria apply. 


Periodic reviews of cases being inserted into quarantine by officer will be carried out 
to ensure that this is being complied with. 


» Please do not close any Stor app reports {CIS staff do this after taking the 
appropriate action). 


WHAT SHOULD NOT BE RECORDED ON THE STOR APP 


» Where the customer has only failed to attend one appointment; they must have failed to 
attend two or more appointments. 


» Where the customer has been asked to return with further documentation within a certain 
time frame, a report should only be entered if the customer fails to return. 


χ' 


When ἃ customer has two PPS Numbers, do not enter a report on the STOR app or enter a 
case note on SDM. The proper procedure is as follows: 

Promote the customer on the PPS Number with the most recent contributions. 

Bring the customer to SAFE level 2, untick the request PSC box. 

Create a task to the org unit CIS Card & SAFE Escalation. 


If you have any questions about customers with 2 or more PPS Numbers, please contact the 
SAFE rollout helpdesk. 


» \facustomer wishes to reschedule an appointment they should be accommodated 
locally. Where someone wishes to nominate a more convenient SAFE Registration 
location, such cases should be emailed to Mandy Furey and Karen Jennings at 


CISGANDON@welfare.ie . 


USE OF THE STOR APP MAIL BOX 


There is a facility for SAFE officers/supervisors/scheme area staff to use the CIS Roscommon 
mail box (SAFE STORAPP@welfare.ie) in circumstances where they feel the customer 
urgently needs to be quarantined, such as in the following instance: 


A (DNA) notification issues from Roscommon to a scheme area for e.g. a local office. Asa 
result of follow up action arising from the notification, the LO/SAFE officer is made aware 
that the customer is not able to attend for SAFE registration for a specific reason (e.g. 
medical). Rather than inputting this case (again) on the Stor app, the officer should email 
the details about such cases to SAFE_STORAPP@weifare.ie. Officers in CIS Roscommon will 
then take the appropriate action i.e. place in quarantine, enter a case note etc. The 


advantage of this is that such cases will be easily identifiable and can be dealt with ina 
timely manner. 


However it is important the mail box is only used for cases like the one outlined above in 
particular those that had already been logged on the Stor app before and now require 
urgent action to be taken. 


INVITE LETTERS NOT VISIBLE ON THE BOMi 


A concern has been highlighted by some scheme/payment areas where the SAFE invite 
letter that issued to the customer is not visible on the BOMi. This may be due to local 
scheduling arrangements. 


CIS have been advised that copies of the original invite letters can be made available by the 
relevant SAFE office to deciding officers if required. CIS want to bring this to the attention 
of SAFE officers in the event that you receive such requests. 


If you have any specific enquiries regarding this information note please contact: 


Irene Hickey HEO (Irene. hickey@welfare.ie) Ext 41579 
Edel Mc Gloin AP (Edel. mcgloin@welfare.ie} Ext 41656 


CIS Compliance 
Carrick-on-Shannon 


Co Leitrim 


() 


SAFE Supervisor Template 
Customer Name: Customer PPS No.: 
Question Answer (as per Department Customer Response 
records/documents provided) Correct | Incorrect | 
The following questions are mandatory for all customers 
First name(s) 


Birth surname 
Former name(s) if any 


Date of birth (| | ry π 
Mother's birth name a ee ee ce 


Father's name eee eee, 
Parent’s address when born πε ee ee all 
Provide answers for as many as possible of the following 


Date ofentryintoemployment | 
Date of marriage 
Current address 


Previous address(es) 
Who else lives at your address 
Name of spouse/partner ere ee | Se 


Names and dates of birth of 
children 


What LO issued you with your 
PPS No.? 


Current rate of payment? at nes τ - 
PO currently being paid at? a aay | Ee CO, 


Did you ever sign on at another 
LO? If so, where? 
Have you ever claimed BASI? 
If so, where? 
τ΄ - ν Ξε! 


Most recent employer 


Name some previous employers 
Dates of above employments 


UK National Insurance No. 
Other (please specify) 


Supplementary Documents Supplied by Customer 
(please tick box of documents supplied) 


“| Expired Passport/Driving Licence 

—, Bank statement/Credit Card statement/Credit Union/Post Office A/C 

“] Wage Slip/P60/P45 

“' Junior/Leaving/College Results/Other qualifications, e.g. FAS course 

Marriage Certificate 

Birth certs for children 

Tenancy agreement/Deeds/Rent receipts/Rent receipts if Council owned 

Utility Bill - ESB/Bord Gais/Sky/Oxigen, etc. 

TV Licence 

Property Tax Letter 

Septic Tank Letter/Confirmation of Tank Registration 

Social Services Card/Medical Card/ATM card/PrePay cards 

Temporary Release Form/Prison Card 

(] Garda Age ID/College ID/Safepass 

Letter from GP confirming customer registered with practice 

[1 Letter from HSE/Hospital appointment 

Letter from College confirming enrolment there if customer has just left school 

| House insurance letter 

ΓΙ Letter from Solicitor — if divorced/separated does customer have correspondence from Solicitor or 
Maintenance/divorce papers 

[ΠῚ Polling Card {recent referendum) 

τ Other......Please Specify 


i] 


C1 oO 061 


felis): (a cE Se] 


All supporting documents must be scanned 


Supervisor Signature 


rn 


Supervisor Role. 


The SAFE officer will carry out the initial SAFE registration of customers. 


However, there will be occasions when the SAFE Supervisor will be required to intervene/assist. 


Non-compliant image 
The SAFE officer should make several attempts to obtain a compliant photograph, by changing the lighting and 
positioning of the customer. 


When the SAFE Officer cannot get a compliant photo s/he must accept non-compliant image by checking the 
bex on the photo capture screen and then close the software. 


How to Accept a Non-Compliant Image 


The SAFE Supervisor MUST look at the photo image and ensure it is: 


se 


Cropped (i.e. only the customer’s face visibie — not their torso) 
2. The customer is looking straight at the camera 

3. Hair is not obscuring the face 

4. Glasses are not being worn 

5. Headdresses which obscure the face have been removed 


6. The background of the photo should clear 


RC on Photo Captured and LC on View 


"PC OK Reynolds Psc 
@lreiand 

Murphy 

#GRO 

é Passport - 

> Utility Bil 


#-What ts the middie name of your oldest chit? 
Mary 
» Where was your first hokday? 


Update Photo Expiry Date. 
VOICE who Updated This Οὐ θα Last | 
18/16/20 clear association : 


: 18/10/20 Retesh 

Customer Details Verified: x 

Supporting Documents Verified x 

Customers Photo Verified: x 

Customers Signature Venfied: x 

Mobée Certikcation Terms And Conditions Signed: 9/2012 15:08.09 
OOO0000006 


By Pass Supporting Documenation Reason 


Once the Supervisor is satisfied that the photo is acceptable s/he should RC on the grey bar and LC on Verify Non 
Compliant Image 


Photo 

Signature 

Voice 

Vertty PSt Data Set 

Updaie Veriied PS! Data Set 

Add Scanned Cormapondence 

Who Updated This Object Last 

By Pass Documentation Vakdalion... Verified 
Add identity Donut. k 

Verity Non Campiant Image Venfied 


ΓΟ OK Reynokis Psc 
@ircland 
Murphy 
PGRO 
& Passport -- 
PUtiity Bil 
# What is the middie name of your oldest chikd? 
Mary ; - 
# Where was your first holiday? ἢ 
Carick on Shannon 
“ἃ Photo Captured* 
‘? Signature Captwed* 
Voice Biometric 
18/10/2012 
18/10/2019 
Customer Details Verified: x 
Supporting Documents Venfied: x 
Customers Photo Verified: x 
Customers Signature Verified: x 
Mobue Certification Terms And Comtitions Signed: 


: 9/2012 15:08 09 
οοοοφφοζῷ 


The Verify Non Compliant Image box will appear and the Supervisor must insert Username (the name they use to log 
onto SDM) and their Certificate Password and LC OK 


Customer. 

Customer Representative: 
Safe Levet 

Usage Name: 

Sex: 

Birth: 

Marriage: 

Death: 

Mothers Bath Surname: 
Househok Address: 
Nationality: 

Barth Surname: 
Supporting Documentt: 
Supporting Bocument2: 
Supporting Documents: 
Securtty Questioat: 
Security Answer: 
Security Question 2: 
Security Answer?: 
Photo: 

Written Signature; 
Voice Biometric: 
Created Dn: 

Expires On: 


The Image Verified box will automatically be ticked and the SAFE Officer can then LC Save & Close. 


Mary Control, 
Customer 

plevel 1 

Mary Cortroi 


"ys C OK Reynokts Psc 
@ureland 
Murphy 
PGRO 
» Passport 
/PUtiity Bil 
F What is the middie name of your oldest child? ᾿ 
Mary 
o> Where was your first holiday? ᾿ 
Camick on Shannon 
'g Photo Captured” 
ι δ΄ Signature Captured" 
Voice Biometric 
18/10/2012 
18/10/2019 


Customer Details Verified. Χ 

Supporting Documents Venfied. 

Customers Photo Venfied: 

Customers Signature Verified: 012 15.07.59 
Mobile Certiacation Terms And Conditions Signed: 9/2012 15.08.09 
Password: BdO000O900 

inage Verified: x 

Request PSC Card: 

By Pass Documentation Validation Reason: 

System Checks Complete: 


Image Verified Box automatically ticked 


A customer has no acceptable photo ID. 


All customers from outside freland and the United Kingdom, must present a valid passport or national ID card 
and must not be promoted to SAFE 2 without one of these documents. Consequently, only Irish or UK citizens 
who present with no photo ID may be promoted to SAFE 2. 


In cases where such a customer presents with no photo ID, the SAFE officer will take the customer’s photo and 
signature and save at SAFE Level 1. They will then hand over the customer to the SAFE Supervisor. The SAFE 
supervisor will check what documents the customer has, carry out background checks, question the customer 
on his/her Social Welfare and work history, family relationships. 


Suggested security questions for identity verification using the Department’s systems: 


Date of Birth 

Date of Marriage 

Date of entry into employment (what year did you start working or age when you first paid PRS!) 
Most recent employer 

Previous address(es} 

Previous Claim details {IB, carers etc.) 

What Local Office issued you with your PPS Number 
Who else lives at your address 

Mother’s birth surname 

Mother’s date of birth 

Fathers name 

Father’s date of birth 

Names of siblings 

What rate of payment are you getting 

What was your most recent occupation 

What Post Office are you getting paid at 

Did you ever sign on at another LO 

List your dependents in age order and check DOBs 
Have you ever claimed a payment from a CWO 
Who was your registered employer for specific dates 
Name some other previous employers 

e National Insurance number (NINO) 


Any incorrect or negative reaction to questioning should lead to more detailed questioning such as: 


e describe how you got from home to place of employment 
e how many other employees work there 
e what type of work is done there 


To check UK and Northern Ireland birth certificates please refer to the Link on the PSC/SAFE Rollout page on 
Stor. 


While SAFE officers cannot accept an Irish or UK passport which is more than 12 months out of date, such a 
document would carry weight in verifying a customer’s identity. A customer may present documents, which 
while not suitable for Photo ID in themselves, may be of use in backing up statements s/he has made. For 
example, if a customer had been in employment with a company {per Department’s records) and presented 
that company’s ID card, that would be useful evidence. Another possibility could be where s/he had been 
employed in a town and presented a library/Video shop card from that area in his/her name. A person could 
present certificates from State examinations in their name. S/he should also be able to answer questions 
about immediate family where living at home. Where a SW Inspector visit had occurred in the past, the 
customer should be aware of and able to answer questions about that visit. 


Where a customer was allocated a PPS Number from a PPS Number allocation centre, then a scanned image of 
the REG1 document completed at that time may be available. Details of such images can be found through 
the link on the PSC/SAFE Roilout page on Stor. 


Following such an interview, if the SAFE supervisor is satisfied of that person’s identity, s/he should use the 
“Bypass documentation validation” facility and enter a case note stating that an interview has been carried 
out. 


Doubts arise as to validity of documents presented 


Where doubts arise as to the validity of documents presented, either because of doubts regarding the identity 
of the person (e.g. photo looks different) or possible alteration of the document, or doubts regarding whether 
document is genuine, the documents should be retained by the SAFE officer and the documents then 
examined by the supervisor (SAFE officer will then be able to carry on with other SAFE registrations). Details 
on how to examine identity documents are available through the link on the PSC/SAFE Rollout page on Stor. 


If, following an examination, doubts still arise, CIS Control can examine the scanned document and may be 
able to make a cail on the document. Alternatively, it may be necessary to retain the document and send it to 
CIS. Legal provision exists to retain documents for up to 21 days. The customer should be given a receipt for 
the document. 


if after this process, the officer is still not satisfied with the customer’s identity, the customer should not be 
promoted to SAFE 2 and a SW Inspector visit to the customer could be considered. 


FORM REG1 DOCUMENT RECEIPT: 


Name of 
Applicant: 


Address: 


For the purposes of establishing your nationality and/or identity the document(s) 
listed below have been retained for a period not exceeding 21 days. 


Reference No. Official 
on document: Stamp 


Birth Certificate 
Passport 
National Identity Card 


Immigration (GNIB) Card 
(Card issued by the Office of the Refugee Applications Commissioner) 


Other (details required): 


} acknowledge the document(s) listed above have been retained in accordance with 
the provisions of the Social Welfare and Pensions Act 2007. 


Applicant's signature Date nay 4) ὁ 


Officer's signature Date /_/_ ἢ 


The SAFE Supervisor MUST perform the SAFE Promotion under their own SDM Login. 


To open a SAFE promotion where photo and signature have already been captured, open the customer 
screen, RC on the grey bar and LC on Safe Promotion 


Enter/update PSI Dataset in the normal way. 


a Mary Control, ‘ 
Customer 
Pp Level 1 
M4 Mary Control 
Female 
&) . 
(D 
O'Kennedy 
"pC OK Reynolds Psc 
@keland 
Murphy 
Supporting Document Type 
Supporting Document Type 
Supporting Document Type 
Security Question 1: Security Question 
Secustly Answer: ἣν 
Security ΟυδεύσαΣ Security Question 
Securfly Answerz 
Protec & Photo Captured" 
Written Signature: ‘¥ Signatwe Captured’ 
Voce rometric: Voice Biometric 
Created On: 31/10/2012 
Expires On: 31/10/2019 
Customer Details Verified: 
Supporting Documents Venfied. 
Customers Photo Venfied: 
Customers Signature Vertfied 
faoble Certincation Terms And Conditions Signed: 
Password 
image Verified: x 
Request PSC Card: x 
By Pass Documentation Valkdation Reason: 
System Checks Compiets: x 


By Pass Supporting Documenation Reason 


[save ΠῚ saves cose | | ποκα] 


Customers who are being promoted without Photographic [0 must have a Birth/Adoption Certificate or be 
checked on GRO and must present Evidence of Address. These two options can be selected as Supporting 
Documents 1 & 2. 


The Security Questions can be asked and answers inserted. 


Customer: Au Mary Control, 

Customer Representative: Customer 

Sate Levet: F Level 1 

Usage Name: M4. Mary Control 

Sex: GaFemale 

Birth: Οἱ 

Marriage: i: 

Death: 

Mothers Birth Sumame: O'Kennedy 

Household Address: "CO K Reynolds Psc 
Wationaiity: @ ireland 

Girth Surname: Murphy 

Supporting Document: γε; GRO 

Supporting Document2; “ΖΞ Address on file quoted by customer 
Supporting Documents: Supporting Document Type 
Security Question 1: # What is the middie name of your oldest child? 
Security Answert; Mary 

Security Question?: * What is your favourite sport? 
Security Atswer2: Table Tennis 

Photo: ‘g Photo Captured” 

Written Signature: ‘7 Siqnatwe Captured" 

Voice Biometric: Voice Biometnc 

Created On: 31/16/2012 

Expires On: 31/10/2019 

Customer Details Verified: x 

Supporting Documents Venfied: x 

Customers Photo Verified: x 

Customers Signature Venfied: x 

Mobile Certification Terms And Conditions Signed: 

Password: οοροοοοφοφο 

image Verified: x 

Request PSC Card: & 

By Pass Documentation Validation Reason: By Pass Supporting Dacumenation Reason 
System Checks Complete: x 


ἘΞ ΕἼΤ ὙΠ Ἢ 


Save & Close - A supporting document with photo [Ὁ is required 


The Supervisor should then RC on the grey bar at the top of the Safe Promotion Screen and LC “ByPass 
Document Validation” option. 


LED YSERA RET AR RS ALY I MS ODT TI, " Pere ape ee ee ee ye Oe ἢ 
ae : 


Vehen Uglied This ΧΕΙ et 
Bs Pans σον ¥ ator 
Ad θωναΣς ΤΟ. 


PP AGGTESS On Nie Quoted Dp CUSTONTIEN ©” 

| Supporting Decumerd Type 

Wiha τὶ the πεύκας name of pour oldest chiig? « 
Wiha 5 your ναι sport? - 


Taide Tenens 

B Pinto Caphred” 

LF Srgnahre Copored" 
᾿ς Voce Boometc 
Ft tA I2 

2 }!ῃΠ|0 2 0 19 
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The Bypass Document Validation Screen will appear and depending on the interview/research done by the 
Supervisor or Supplementary documents provided by the customer, one of the following three options should 
be selected: 


e Customer details checked against previous interaction 
ὁ Supervisor satisfied as to customers ID 


e Supplementary documents provided 


pepe 
Ἔ Customer details checked againal preveous snterackon 
So rinitesacnende 
2 Supenasor τοῦ τῆ φῦ as Ὁ astamers Ὁ 
J Supplementary documents prowded 
iG 


OKennedy 

ΠΟ OK Reynokds Psc 

@rewrd 

Murphy 

Pr GRO - 

655 On Nie quoted by customer ἢ 
Suopnerting Decument Type ἢ 

J Vihal rs the middie name of pou oldies’ chiki? - 


311012 
FINDA 


2000000006 


x 


The SAFE Promotion can then be Saved & Closed. 
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A Case Note MUST then be entered on the Maintenance Case on the Customer Screen. This is a Free Text box 
and the Supervisor should enter details of background checks, etc, that s/he has done to satisfy themselves as 
to the identity of the customer. 


If Supplementary documents/out of date identity documents are provided these should be scanned onto the 
customer's record. 


How to add a Case Note 


LC and expand Customer Cases 

RC on Customer Maintenance case item (always make sure it is the item that has MAINT in the title) 
A drop-down menu is displayed 

LC on Add Case Note 


P0689 assign Tove Sruth 
1D ‘onnun Ansign To... Mumbyv 
Tranater To. KD 


iQ 
» WB 22/09/1963 Venfied 
BB Marred 
"eC OG Mc Gouty 
ες Cotrespondence Address 
Oned ὡς, ποῦν 
‘J BCentifie Put into OC Autamalically For Testing Purposes Dont Ue This in Production Gp ireland 
Enea Updo Teer. si Unknown 
‘eleph: Ech “ΜΡ Unknown 
i Previous Ameen makes - [ἃ Contributron History For Carla Control 


Quarantine Status 
& Webcam Photo captured on 10/09/2042 12.39.59 
7 Whiten Signature captured on 10/09/2012 12 40 05 
+5074 


a RelationsiupsCollection 
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e The Add Case Note box appears 


21903639 


2 Pending Label 

Ὦ DEIRDRE GINLEY 
1102012 

Cara Control, 


Mainienane 
- Assigned 
7m Pauline LeGuen 
Bnog Back Delatts 
18/10/2012 17 46 06 
13496 
Prewous Bong Back Detaits 


e Enter your commentary 
e LCOK 


How to view a Case Note 
e LC and expand Customer Cases 


e LC and expand the Maintenance Case 
e LC and expand Contents 


@ LC on Case note 


GRO on bone checked 
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e The following screen is displayed showing contents of case note 


GRO online checked 


2} 18/00/2012 Scunned Passport “ALL 


: pena 2 Siam a oe - ALL 


GRO on line checked 
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The Bypass Document Validation shows up as a Recorded Action 


in cases where customers are promoted to SAFE Level 2 without the Bypass Document Validation being used or 
where a case note has not been enetered, CIS will cancel the PSC request and Demote the customer to SAFE 
Level 1 — which will mean the customer will have to be re-called and interviewed by a Supervisor. 


Ὁ Pautine LeGuen 

ὦ Bypass Documentation Validation 
74 Mary Control, 

31/10/2012 13°29.22 

Docisnentation Vakdation Bypassed 
for Reason ‘Customer details 
checked against previous interaction 
By Officer Pauline LeGuen 


+ - Specify Place of Birth, 2807/2012 
| ‘Add Allemate id, 28/07/2012 
ἐσ T Add Allemate id, 28/07/2012: ' 
: | --@pSaved Safe Registration for Customer, 25/09/2012 


; 31/10/2012 13:25°22 
Recorded Action Context: ὅπ -MAINT (Cancet PSC Card} 


je 


: f= Update Birth Sumame, 25/09/2012 
| |-~-@SGaved Safe Registration for Customer, 2879/2012 
r—@Saved Safe Registration for Customer, 18/10/2012 
. | Safe Registration Security Questions, 09/10/2012 
t te \\ Update Birth Sumame, 12/10/2012 
"Legal Name Change, 18/10/2012 
. b-~ Update Bith Sumame, 18/10/2012 

»--.. Change Marital Status, 2809/2012 
εν 3 Change Or Verify date of Marriage, 2609/2012 
|.---... Enter Mothers Birth Sumame, 28/09/2012 
νος Update Birth Sumame, 28/09/2012 


tr oo Safe Registration for Customer, 31/10/2012 
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Customer cannot be located on GRO (claims Irish Birth and not an adoption case) 


[f all avenues of searching have been carried out on GRO and have failed to yield a result, it may be a case that 
the birth cert has been recorded incorrectly on GRO. The GRO helpdesk should then be contacted at 
1890200098. 


If a customer brings in a short version of an Irish birth cert and the long version cannot be found on GRO, 
please check the number of entry on the birth cert. If the number of entry on the short version of the birth 
cert is above 500, then it is probably a case that this person has been adopted and s/he may not know this. 
See Adoption cases below. 


Adoption cases 


A customer who has been adopted needs to present his/her adoption certificate before s/he can be SAFE 
promoted. This is so that the name registered on the adoption cert can be recorded. This will usually be 
handled by a SAFE Officer. Adoption Certificates may be obtained from the GRO, or alternatively an on-line 
certificate service is available at http://www.hse.ie/lifeevents 


It may occur that a person will present for SAFE registration and not be aware that s/he has been adopted. 
The Adoption Authority have advised that they do not have guidelines for dealing with such cases. With 
regard to telling a person that s/he is adopted, there are really no hard and fast rules for these situations as 
the individual circumstances can vary so much. Their best advice is to refer him/her to the adoptive family 
saying something like “sorry, | cannot find your birth record. Could you check the details when you go home 
and return with your certificate”. Should a staff member subsequently be contacted by an adult who has only 
just become aware of his/her adoption, the staff member can refer him/her to the Adoption Authority for 
advice/counselling. 


Many of them will also be interested in tracing their birth family which the Adoption Authority can provide 
assistance with. 


The Adoption Authority of Ireland 

Shelbourne House, Shelbourne Road , Dublin 4. 

Main Switchboard: 01-2309300 

Main Fax: 01- 6671438 

Duty Social Worker: 01-2309306 (Social Work Counselling Calls Only) 


E-mail: info@aai.gov.ie 
Website: WWW.dai.fov.ie 


Opening Hours : Monday to Friday 9.30am to 1.00pm. 
Personal callers by appointment only. 
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Usage name 


The usage name will be as on the Birth Registration unless it appears on an identity Document, however, if the 
customer does not present an Identity Document they must be referred to a SAFE Supervisor. If the customer 
can then show usage of a different name in two forms then this name may be used but all former names must 
be recorded. 


Acceptable usage forms may include 2 of the following: official communication with a Government 
Department, Medical Card, Educational Certificate, bank statement, bank card, Utility Bill, Student card or an 
Employee ID card. 


A customer who cannot activate their PSC 


PSCs are activated by telephoning Conduit (the service provider) on 1890 837000 and answering some security 
questions through Irish or English. Where a person cannot use a telephone, then s/he cannot activate a PSC. 
Similarly where a person’s command of Irish or English is not sufficient to understand the questions over the 
telephone or answer them, then s/he cannot activate a PSC. 


In such circumstances, an email should be sent by staff member to SECT REG3@welfare.ie listing the customers 


name, PPSN and contact phone number. CIS Card Management will then contact the customer directly with a 
view to activating the PSC. 
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To check if a driving licence has been issued for a PPS Number 


Single Customer View. 


The PPS Number checker on the Single Customer View may be used to check if a customer has a Driving 
Licence. 


Enter https://scv.gov.ie/datachecker/ppsncheck/ in the address bar of Internet Explorer 


PAU bebe Wheediws internet Pagdorer penictin 


Fie dt Veew Favorites Took Help 
ὯὩ Δὲ GH PPSN Checker 4 fh + Gl > tm ©} Page» SR Took + 
PPSN Checker 
PPSH: 
Full Name: 
Date of Birth: 
Address: 
Sources: | WELFARE 
ν᾽ DRIVERS 
HSE 
i AGRICULTURE 


@ Internet } Protected Mode: On 100% τ 


ΓΙᾺ) i Bae ge RN 


Enter the PPS Number, name and date of birth of the customer — do not enter the address. 


Untick the boxes for Welfare, HSE and Agriculture, leave the box “Drivers” ticked. 


Then click on “Check details”. 
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If the screen returned says: 


Data Verified 


v 


G The following details have been verified 


PPSN : 

Name : AN Other 
Date Of Birth : 26-07-1976 
Checked Against: Drivers 

Data last updated: Aug. 8, 2012 


Date : 23rd August 2012 14:40 


Check Another | 


Then it can be taken that a driving licence has been issued to that customer. 


Please note that where the Single Customer view does not return “Verified” a driving licence may still have 
been issued to the customer. 


PPS Numbers were not verified by the Driving licence authorities, so an error by the customer in quoting 
his/her PPS Number would not have been picked up at that stage. 
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AN 


Ἶ 
τῶν 
Ἔρος 


1. Title: (insert an ‘X’ or 
specify) 
2. Surname: 


3. First name(s): 


Birth first name(s): 


> 


. Birth surname: 


. Your mother’s birth 
surname: 


7. Your date of birth: Ξ 5 fei all le 


8. Your gender: |_| Male [] Female 


9. Your address: 


10.Your telephone number: 


11.Your email address: 


pte ΓΓῚ ΓΓῚ 


Signature (not block letters) 


ote [1] ΓΤῚ 


Signature of witness (not block letters) 


siete sect AdoMet ᾿ snes 


Part 1 continued on 


12.Are you? ii Single [1 Cohabiting 


|_| Married |] In a Civil Partnership 

|_| Separated [ΙΑ surviving Civil Partner 

| | Divorced [_]A former Civil Partner 

[1 Widowed (you were in a Civil Partnership 


that has since been dissolved) 
13.If you are married, in a civil partnership or cohabiting, from what date? 


14.Please state your spouse’s, civil partner’s or cohabitant’s details: 
Surname: 


15.Please state the reason why you require a PPS Number? 


18.If born in the Republic of Ireland, what county were you born in? 


19.Name of the most recent country (before the Republic of Ireland) in which you were 
employed, educated, registered or from which you were receiving a pension, benefit payment 
or allowance? 


20.Your social security, personal or registration number in that country? 


21.1 you lived or worked in the Republic of Ireland up to 1979, what was your Irish National 


αν αν αἰδ π ν Ν᾿ 


22. you previously lived in Ireland, please state your address at that time: 


Explanations and terms used in this form are intended as a guide only and are not a legal interpretation. 
OK 10-18 Edition: October 2018 


Social Welfare Services 


“pplication form for — pal Bin ὧν ΤΠ] | REG 1M 7 


- Personal Public Service Number ce eT 
(for child = under adh 


Part 1 Oo ‘Chila’s s details 


1. Title: (insert an ‘X’ or Mr, Mrs. Ms. Other αὐ 8 
specify) " Ἑ - 


on the birth certificate: 


7. Date of birth: asi ΠῚ ΞΕ 


8. Please state the reason why a PPS Number is required: 


11. born in the Republic of Ireland, county of birth: 


12.Name of the most recent country (before the Republic of Ireland) where the child was 
educated, registered or receiving a benefit payment or allowance: 


13.Child’s social security, personal or registration number in that country: 


14.Where the child previously lived in Ireland, please state the address at that time: 


Declaration by Parent, Foster Parent, Guardian or School's Nominee 


| declare that the information given by me on this form is truthful and complete. | understand that if any 
of the information | provide is untrue or misleading | may be prosecuted. 


Date: ἘΠῚ | | | 


Signature (not block letters) 


Warning: If you make a false statement or withhold information, you may be 
prosecuted leading to a fine, a prison term or both. 


Parent, Foster Parent, Guardian’s or School’s 
Nominee’s details 


16.Title: (insert an ‘X’ or Mr. Mrs. Ms. Other ΠῚ - 
specify) [| " bal 


19.Your relationship to the child named in Part 1: 
Contact Details 


20.Your address: πα αι ere ia oe ese ἘΚ Αἰ ea 


Part 2 


For official use only 


Documents confirming the relationship between the applicant and the child been seen and 
scanned: 


Birth certificate for parents|_| Yes [| No 
Official papers for foster parent or guardian 


| Yes [ No 


Letter of enrolment for school’s nominee 


|_| Yes [] No 


Sena bes SE A EIEN Te RET: Me ΘΑ τος ate Be ae pees ‘ae 5 Ror es aa 
Explanations and terms used in this form are intended as a guide only and are not a legal interpretation. 
OK 09-18 Edition: September 2018 


Sociat Welfare Services 


CFSR U18 ; 


ea BS 


Data Classification R | 


‘ 


The Public Services Card (PSC) has been introduced to assist people in accessing a range of 
government services. 


Where the person requires a PSC and is under 18 years of age on the date of registration, they must be 
accompanied at the registration by a parent, guardian or school nominee, and the declaration below 
MUST be completed. 


Part1 
1. Are you the child’s: 
(insert an ‘X’) ΓῚ Gatien 


[ School nominee 


2. Your PPS No.: PTET EET Tt 

3. Title: (insert an ‘X’ or Mr. Mrs. Ms. Other SoBe 
specify) [| " ᾿ " 

5. First name(s): ΝΠ ἘΝ ἃ ΠΝ ἘΝ ΝΕ ΒΕ ΗΝ 

6. Your date of birth: [1 ἌΝ ἐν dees 


| give permission to the Department of Employment Affairs and Social Protection for the child named 
in Part 2 to have a SAFE registration carried out, including their photo taken, and signature captured, 


for the purposes of applying for a Public Services Card. 
pate | | | Li | [2fo) | 


ers) 


Signature (not block lett 
νὰν. ἕ ΤΩ 


Part 2 


10.PPS No.: 


11. Title: (insert an ‘X’ or 
specify) 
12.Surname: 


13.First name(s): 


14.Date of birth: 


15.Address: 


Answer this question only if 
you do not live together. 


Explanations and terms used in this form are intended as a guide only and are not a legal interpretation. 
OK 08-18 Edition: August 2018 


W) 
Public Services Card — Free Travel Information 
Using your PSC + FT across the public transport network - Integrated Ticketin 


System (ITS) 


Q What services can | use with my Public Services Card Free Travel (either as a flashpass and on the 
ITS? 
A The Public Services Card Free Travel is accepted by all transport operators that are part of the Free 


Travel Scheme. 


These include 

All Dublin Bus services (except Nitelink and Airlink premium airport bus service) 

Bus Eireann city services and long distance services (with the exception of tour or special bus 
services) 

All larnréd Eireann services including DART, Commuter Rail and Intercity 

All Luas services 

Certain private bus and ferry services 

Certain cross-border services between the Republic of Ireland and Northern Ireland 

Certain services within Northern Ireland (if you are over 66 & hold a Senior Smartpass card) 


Q How do | use my PSC FT? 
A. Your PSC FT has an electronic chip that allows the PSC FT to act in the same way as a LEAP card on 
the integrated ticketing system. The integrated ticketing system for PSC FTs has recently been 


‘turned on’. 


From now on, the PSC FT can and should be used on the integrated ticketing system across the 
public transport network. 


if the public transport you are using does not have the integrated ticketing system then your PSC FT 
will be used as a ‘flashpass’ i.e. shown to the driver/inspector as before. 


Q. Will un-activated cards fail to scan? 


A. No, PSC FTs that have yet to be activated will work on the integrated ticketing system 


if a card fails to scan, is this a problem with the card or the scanner? 


It could be either. As a precaution the PSC FT should be replaced. 


Should we replace cards that are failing to scan on the buses? 


Yes. 


What information does the driver see when | tag on? 


The information displayed from the electronic chip is type of FT the person is entitled to (e.g. personal only, 
personal and spouse, companion), and the expiry date of free travel. The expiry date of free travel may differ 
to the expiry date of the card which is shown on the front of the card. 


PSC Renewal Process Guide 


Open Customer Screen 


ks Names 


ἣν “ Customer Cases 
Schemes 


‘Payrnent Methods 


“> Previous Ciaims 
. « Prevous Once OF Zia.ms 
τ [Anemate t Ds 


Recorded Actions 


- τ ρπηιθι Cenificates 


- Activites 


Ἔ τς 
αἷς 
ἥν ὧν 
+ $e 


Sate Reg:stration Level 2 (EXPIRED) 

Sate Reg:stration Leva} 2 (EXPIRED) 

Safe Registration Level 2 (EXPIRED) 

sate Regsvation Level 2 (EXPIRED} 

Safe Reg:shation Level 1 (EXPIRED) 

+, og" Sate Regstrahon Level 2 (EXPIRED) 

F se . Safe Registration Level 2 (CURRENT: 

“+ {7 }means Assessment for Farm Assist (Pending) 

PiMeans Assessment for Jobseekers Afowance fon 12/01/2015} 

“Means Assessment for Supplementary Welfare Atlowance iinvaid) 
“Means Assessment for Supplementary ‘“Vetiare Atowance can 2601/2015} 
“i Means Assessment for Supplementary Welfare Allowance (on 1402/2015} 
“Means Assessment tar Jobseekers Afowance fon 26/04;2018) 

iiMeans Assessment for Jobseekers Allowance (Pending) 


Hot te iH + 


~ AjTetepnone Numbers 


: "Previous Addresses 
Emaii Addresses 


ἢ Sate Lever 
{Quaranune: 


Last Uptated By IO: 


ἐφ ΒΘ 
δ’ PSC + FT Singie expres on 31/03/2022 Revoked 


oi Male 
ἘΣ Andy Contra! 
Controt 
Mother's Birth Sumame: Black 
Birth: iy G1411980 Vanfied 
Oeath: τς 
Narnage tn Partiersnep: 
Civ Stats: 
Househoid Address: 


*: Single 

*, C10 Carmel Megiyan Cis Dsp 
Correspondence Address 

English 

‘ge United Kingdom 

>. Unknown 


Correspondence Address: 
Language Fret. 

Hadar ahty: 

Special Heeds Type: 


Communication Requrament 5° Unknown 
_ Contribution History For Ancy Coniral, 


Contnbution History: 
Date Of Entiy: 
0086600 
ey σοι €0 00 
ye iLeve! 2 
Quarantine Status 

, Webcam Photo captured or 11/07/2014 19:16:53 

“Witten S:gnature captured on 24'04:2615 18 £81 
20740 


Current Poote: 
Current Signature 


Consent To Use PS Data: 
Rekationships Covleciion: 
ity Vveitate Profile: 
Means Factor Cobecton: 


- ἃ RelatonsrpsCoallectioa 
iMy Wetfare Frofiie 
<a MeansFactorCatiectior 


Sy At wet Ler ΤΕΥ, tee mone nna rine Ai na moore TAR ae = 


Under Activities, right click on the Current Safe Registration. A new option is added called 


‘Renew Safe Promotion’ 


MBocumennt fe acnpatinnty Nace 


fk Ait a 

Re PSC + FT Singkt exp:ras on 1506/2016 Distributed 
ἐδ PSC +FT Single exptres on 31, Δ ΖΌΖΖ Revaked 
igs tr . : . 
SELES LILES Fer 

τᾷ Names Sex: oe Mate 

o- Customer Cases Usage Ramee it Andy Contra: 


(Schemes Birth Surname: Controt 
2°” Payment Methods Mothers Bicth Surname: Biack 
iy, Prawious Claims ΓΟ ε΄. Ὁ 1:11: 1990 Verfiet Ε. 


ἢ 


Premous Once Off Cams Dear: Lid 
sARemate 10s τε δα ΟΝ Patwership 
Recorded Ach<cns Crm Sranuer “ Sreage 
“Certificates Hous#hotd Address: “a iG Carmel Megivan Gris Dsp 
τῆς eniher Caniticates Correspondance Address. Correspondence Address 
WActwtes Language Pres: Engish 
; Sate Regrstration ft avet 2 (EXPIRED; Nayonaliry: vp Unded Kingdom 
Sale Regisirahon Level 2 (EXPRED) Specie) Beads Type. κ᾿ Unknowr 
Safe Registration Level 2 (EXPIRED) Communion Requirement ἐντὶ Unknown 
Safe Registration Levet 2 (EXPIRED) Contribution History: ες Cammbuttion Histury Fer Aady Control, 
. Safe Registration Level 1 (EXPIRED) Date Of Eniry: 
\ Sate Regstranon Level 2 (EXPIRED) tmptover tea: 0005006 
4 Sale Registration Lavet 2 (C e.pna Debt ge Debt Εὖ OG 
Means assessment far Farm Assist (Per farmnote Sate Lever wv Lavel 2 


Quarantine’ Quarantine Staivs 

Current Photo a, Webcunt Proto captured on 1140772074 19°16.5 
Current Signatur: * Akitien Siqnaiure captured of 2404/2615 18 581 
Laat Updated By ID, 20240 

Commseat To Use 2 St Bata: ; 

Relatenshkys Cokercton a RelavonsmpstColiectoan 

hry \Wettare Profite. EMy VWreffare Profite 

Marans Faciur Collecuon, ye a MeansFacorCcohecton 


jMeans Assessment tor Jobseekers Ato “he Updated Ins Omen Last 
Means Assesament for Supplementary Vi τ ἐν Secu Gus than Answers 


Η New Sale Pramotar 
jiMeans Assessment for Supptementary Δ δ πε tip GARE OLDS 
2078) 


Clear Signature 

SAS wer Sasuity Guestons 

4 Deal sith Name Change 

μην Previous Addresses Communrcations , 


ot JE rnatl Audidresses fa aestlze 
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